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FOREWORD 

The purpose of this book is to tell con- 
cisely and concretely how to achieve success 
in business. 

The methods are simple. 

The rewards are sure. 

The proposition is yours. 



INTRODUCTORY 



SUCCESS IN BUSINESS 



THE SECRET OF SUCCESS 

" The secret of success ! " 

Some men claim it is hard work, and yet 
many men who work hard do not achieve 
success. Some say it is economy, and yet 
many men who are liberal spenders have 
succeeded. Some say it is chance. This 
statement isn't worth refutation. Some say 
it is persistency, and yet many men have 
succeeded whose persistency was no better 
than the average. Some say enthusiasm, 
but we have examples of men who are no- 
tably successful although devoid of more 
than moderate enthusiasm. Some claim it 
is education, and yet many have succeeded 
who haven't had ordinary schooling. 

And so we might go on with other ex- 
planations offered by men who thought they 
had found the secret of success. 

It would take up too much room, and 
we've too much to tell. 

The secret of success ? 

There is no such secret 
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SECRET OF SUCCESS 

This is one of the oldest, best-known and 
most misleading phrases ever devised. 

Success in business depends upon the man 
seeking success. It depends principally upon 
his character, knowledge and power. Char- 
acter, knowledge and power are inter-re- 
lated, their strength depending upon man's 
desire and will. 

To attain success in business, the first step 
is the selection of a goal. 

Part I consists of a brief view of the 
field of business and the general goals it has 
to offer. 

Parts II, III and IV suggest practical 
ways for strengthening character, knowledge 
and power, so that one may more easily 
achieve success. 

Man has the ability to make himself what 
he will and to achieve the success he desires. 

Having the ability to do these things is 
one thing ; doing them is another. 

The aim of this Jbook will be to point out 
ways that will help in the doing. 
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PART I 



THE GOAL 



Desire a lofty goal and see it clearly in 
your vision. You can attain it. 
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CHAPTER I 

THE FIELD OF BUSINESS 

This is the day of business ascendency. 

In no previous century has business as- 
sumed so important a place in life. Never 
before has it been the object of so much re- 
spect and study. Never before has it so 
strongly influenced government, education, 
religion and culture. 

We are living in the greatest transition 
period in the history of business. New 
methods are supplanting old; organisation 
is taking the place of individual effort; in- 
ventions are revolutionising the ways of the 
past; men of vision are opening new roads 
to prosperity; men of ambition and will 
power are constantly broadening the scope 
and strengthening the influence of business. 

All of this means that the world of busi- 
ness offers more interest and more oppor- 
tunities than ever before. 

Be glad you're alive ! 

THE SCOPE OF BUSINESS 

The field of business is widening and de- 
veloping. 
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SUCCESS IN BUSINESS 

'the number of products serving as the 
necessities and luxuries of life run into the 
hundreds of thousands, and each year wit- 
nesses a material increase. The patents re- 
corded in this country already exceed a mil- 
lion, and the fact that more attention is given 
to invention than ever before indicates that 
the market will constantly be supplied with 
new products. 

This broadening of the field of business 
is naturally accompanied by the building of 
new factories and the emplo3rment of more 
men. 

HIGHER ORGANIZATION 

During the past decade '* efficiency " has 
been the watchword in business. 

Business houses have given more attention 
to the organisation, system and principles 
of business. They have sought time-saving, 
labour-saving and material-saving devices 
and have adopted methods recommended by 
experts. They have competed with rivals 
as energetically as ever, but with friendliness 
supplanting antagonism. 

They have done all of this and much more, 

not from moral reasoning, but from business 

reasoning. They have wanted to manage 

business so as to obtain the greatest receipts 
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FIELD OF BUSINESS 

and entail the least unprofitable expenditure. 
The old-fashioned method of conductins^ 
business was to devote practically all thought 
to buying and selling. Now the searchlight 
of intelligence is turned frequently into the 
internal realms of the business to find where 
the organisation can be improved, for it is 
known that the best organisations are win- 
ning the greatest success. 

THE INDIVIDUAL 

New factories, new machinery and new 
methods mean new opporunities. Higher 
organisation in business means opportunities 
carrying more responsibility and better pay. 

Captains of industry claim that there is 
a great scarcity of men to fill responsible 
positions. Thinking men, they say, are 
needed, men of executive ability, broad men, 
capaUe of managing affairs. 

But we hear complaints to the effect that 
good opportunities are scarce and that suc- 
cess is hard to win. 

Then there is a discrepancy somewhere. 

Due to the efforts of a few new-method 
pioneers, followed by a host of profit-seek- 
ing companies, business methods have broad- 
ened and progressed. Have the men en- 
gaged in business broadened and progressed 
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simultaneously, so as to fill the new apper- 
tunities ? 

Some of them have. They are winning 
success in business. 

Many have not. 

But the regret need not be keen. Oppor- 
tunities still surround them if they have the 
desire and will to accept them. 

THE IMPORTANCE OF BUSINESS 

Few men recognise the importance of bus- 
iness. Many still believe that we work to 
live, instead of -live to work. They fail to 
understand that business is a great educator, 
and that it can be made to entertain as well 
as to instruct. This is important when we 
remember that business occupies the major- 
ity of waking hours of the average man. 

We should not forget that business is the 
gauge by which men judge each other. We 
should keep in mind the fact that business 
is a flexible medium that man can turn to 
his advantage to satisfy almost any ambi- 
tion. We should remember that during the 
hours of business, men's characters are 
moulding. 

These few points are cited merely to sug- 
gest the many-sided importance of business. 

lO 



FIELD OF BUSINESS 

I 

Pity the man who believes that we work 
to live I 



MAN VERSUS EXPERIENCE 

There is a new type of man entering the 
ranks of business success, a fact that is in 
direct keeping with progress. In the past, 
the man who achieved success was the man 
who "grew up" with the business, who 
started in as a "hand" and "worked his 
way up," until at old age he owned the house 
and was called successful. 

To-day, it's the man that counts most, not 
the experience. 

It is no longer necessary for the newspa- 
per editor to start in as a printer's " devil " 
nor for the factory manager to begin as a 
" hand." 

Occasionally the successful manager of a 

plant is given a high position in another 

company, absolutely different in character, 

making different products, and yet, despite 

his lack of experience in the new field, he 

goes on achieving success. What does this 

prove? That the demand to-day is not so 

much for experienced men as for men of 

executive ability. 

Business principles are much the same in 
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SUCCESS IN BUSINESS 

all successful companies, but men of am- 
bition and will are scarce. 

That seems strange, when the rewards for 
success in business are so great. 

COMPLEXITY OF BUSINESS 

In this period of rapid transition from 
simple methods to highly organised systems, 
business is in a complex form. But while 
the advance in systems and machinery and 
business relationships is, to a degree, bewil- 
dering, there is an accompanying progress 
in the study of industry and commerce on 
the part of experts, whose investigations 
and deductions are materially promoting the 
higher development of business. 

As the laws and principles of business are 
becoming more accurately defined and more 
clearly understood, confidence is supplanting 
uncertainty, rewards are obtained in more 
nearly true proportion to merit, and man 
is coming to be more positively assured of 
fair play. 

HONESTY THE ONLY POLICY 

Accompanying the raising of the scientific 
standard of business has been the elevation 
of the moral standard. Progressive com- 
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FIELD OF BUSINESS 

panies have forsaken the old motto, " Hon- 
esty is the best policy " for " Honesty is the 
only policy/' 

The day of the " keen, old fox," the 
" skin-flint/' the " sly dog," the " business 
shark,'-' has passed. The chambers of com- 
merce, boards of trade, advertising clubs, 
associations of credit men, of manufacturers, 
of merchants, of professional men, and 
other organisations, are safeguarding the 
public against the craftiness of those whose 
business methods are questionable. These 
associations will not countenance a dishonest 
man in any line of business, and, directly or 
indirectly, will drive him to reform or to 
quit. 

A decade ago, it was the custom of com- 
panies to exaggerate grossly in their adver- 
tisements, but to-day it is considered not 
only good ethics but good business to make 
every statement in the advertisement abso- 
lutely truthful. Many publications refuse 
to print an advertisement if they are in 
doubt as to its honesty. 

It is to the great white light of publicity 
that the moral reform of business is largely 
due. 

LUCK AND CHANCE 

If anyone reading this book believes that 
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SUCCESS IN BUSINESS 

this world is a place where fortune favours 
a few, where success is based upon luck, 
where man, because of the influences about 
him, cannot be his own free agent and think 
for ^himself and act for himself, where 
chance is an element to be seriously reckoned 
with, where honest effort goes unrewarded, 
then it would be better he close the volume. 
This treatise believes that success in busi- 
ness depends upon honest, persistent and in- 
telligent effort, that luck has no place in 
business calculation, that every normal man 
can achieve success, that the business world 
is a glorious place in which to live, that work 
is joy if we will but have it so, and that 
every honest thought or effort, directly or 
indirectly, but persistently, has its reward. 
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CHAPTER II 

SUCCESS IN BUSINESS 

Success in business is not a prize of wealth 
to be found at the end of a hard journey. 

Success in business is a far more gratify- 
ing goal. Its rewards are diversified, posi- 
tive and continuous. That is, they are for 
the man who knows how to earn them and 
then how to recognise them. 

Success in business offers among its re- 
wards, money, friends, influence and happi- 
ness. 

To win some of these rewards without the 
others, is to achieve only partial success. 

Success in business involves four main 
elements: the Goal, Character, Knowledge 
and Power. 

Every normal man has ideas concerning 
these four elements. Few men, however, 
have given as serious consideration to them 
as they deserve. 

Every man has a vague idea as to what 
success means. Few really know the full 
meaning. 

Every man will tell you he knows himself, 
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t 

or his true character. Yet how many are 
deceived 1 

Men who have not achieved success be- 
lieve they know how to achieve it Men 
who have achieved success, are sure they 
know how. The former probably do not 
know the fundamental methods. The latter 
may yet discover knowledge that will greatly 
increase their present success. 

This book is intended to tell what success 
in business really means and how any man 
can achieve more than he is now achieving. 

GOALS 

The real goal in business is gratification. 

Many men believe that the only goal is 
money, and they make money their goal. 
They are right only so far as money means 
gratification. Money does mean gratifica- 
tion to such a degree that it is not surpris- 
ing many men believe it to be the only goal. 

Money provides the necessities and lux- 
uries of life, and the possession of it means 
influence. The lack of money is the cause 
of worry, probably more worry than is 
caused by anything else in the world of busi- 
ness. 

The poorest class, which* has scarcely 
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enough money to provide the necessities of 
life, has well-founded worries. The mid- 
dle class that is trying to '^ keep up appear- 
ances " without money sufficient for its 
desires, worries nearly as keenly a^ the poor- 
est class. Worry is the greatest stumbling 
block on the road to success. 

Money can play an important part ii^ 
many gratifications besides those commonly 
considered. It should greatly broaden its 
possessor. Strengthening his influence and 
increasing his responsibilities mean establish- 
ing him in a higher position, and as the po- 
sition of a man among his fellow-men rises, 
it is his tendency to grow with the position 
in knowledge and experience, to travel and 
to widen acquaintanceship. 

In this manner, for the man who under- 
stands, money may become the medium of 
exchange for many worthy gratifications. 

Every man in business should have, as a 
part of his goal, enough money to provide 
him and his dependants with the necessities 
of life and luxuries within reason and have 
enough in reserve to insure against financial 
worry. 

The man who concentrates his efforts 
upon the getting of money, for the sake of 
possession only, may succeed in his efforts, 
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SUCCESS IN BUSINESS 

but his rewards in the form of gratifications 
will be meagre indeed. 

There is a small class of people who have 
the tendency to condemn money, to sneer 
at those who have earned it, to depreciate 
its value in every way. These people are 
generally the ones who have been unsuccess- 
ful financially and whose criticisms smack 
of spite rather than good judgment. 

A certain amount of money is necessary 
to living. A certain greater amount can 
broaden and strengthen a man and give him 
worthy gratification. By all means make 
money an important part of the business 
goal I 

• But in the striving for money, man should 
keep in mind other goals beside money that 
will bring him gratification every day of his 
life and make the getting of money easier. 

The right mental attitude will make one's 
business life a continuous gratification. It 
will make one regard as gratifications money, 
the earning of it, doing things well, travel, 
friends, books, good health, activity, enthu- 
siasm, amusements, exercise, business itself. 

UPON WHAT SUCCESS DEPENDS 

The achievement of success in business, 

with its sure, continuous and rich re\vards, 
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SUCCESS IN BUSINESS 

dees not depend upon the laws and condi* 
tions with which wc are to deal. These 
laws and conditions are merely unquestion- 
able truths. 

The achievement of success depends upon 
the man. 

First, he must know himself. 

Second, he must know the laws and con- 
ditions. 

Third, he must attain the power to apply 
his knowledge. 

Success in business, then, depends upon 
character, business knowledge and the power 
of application. 

A mistaken idea seems to have gone 
abroad that success depends only upon busi- 
ness knowledge. Based upon this premise, 
many books and magazine articles have been 
written, most of them containing valuable 
information with regard to some features 
of systematising business. But there is 
something far more important to attain than 
business knowledge, and that is the power 
of application. 

Strangely enough, this feature is being 
neglected by many teachers who have made 
business their topic. 

It will be an aim of this book to tell how 

power to apply business knowledge may be 
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SUCCESS IN BUSINESS 

attained in a simple and practical manner. 

One should store up as much valuable 
business knowledge as possible, but, above 
all things, one should seek to obtain the 
power to apply the business knowledge that 
one has. 

A well-known efficiency engineer has writ- 
ten what he calls the twelve principles of 
efficiency. He has had them printed upon 
a card, and this card has had a wide dis- 
tribution. In all probability many thou- 
sands of business men have read these twelve 
principles, have agreed with the author, and 
yet have not applied the principles to their 
own business. They didn't have the power 
of application. They have the business 
knowledge, but that alone is not sufficient. 

A man who knows one of those principles 
and applies it is making greater progress 
than the man who knows all twelve and can- 
not apply one of them. 

It is easy for any man to acquire business 
knowledge in this day of enlightenment. 
There have been many books written within 
the past five years that deal impressively and 
exhaustively with modern business methods, 
giving the experiences of men who have 
achieved success in various lines. There 
are several educational courses conducted by 
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leading universities, some of them corre- 
spondence courses, that admirably impart 
business knowledge. There are civic and 
business organisations in every large city 
that include in their year's programme excel- 
lent addresses on business subjects. 

Every man can acquire business knowl- 
edge. 

Every man should continuously acquire 
it, because this is the greatest transition 
period in the history of business, with meth- 
ods constantly improving. 

The proprietor and manager of every 
business house, be it retail, wholesale or 
manufacturing, should consider it part of 
his duty to keep informed concerning the 
higher development of business systems. 
This will make him a broader executive and 
a business force of more value to himself 
and to his company. Every new idea that 
he employs to advantage will be direct gain, 
and every book or article he reads, that has 
nothing new for him but merely confirms 
his practice, will give him more confidence 
in himself, and hence, make him a stronger 
force. Every book that he reads that con- 
tains a theory with which he disagrees, will 
make him better satisfied with the principles 
according to which he is working. 
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And yet, with business knowledge of a 
most valuable kind standing on the book 
shelves of our public libraries, waiting to 
be drawn out, there is a surprisingly large 
number of concerns in big cities and small 
towns doing business according to rules that 
have long since passed the period of their 
usefulness. 

The time and labour lost every day 
through the fact that employers and mana- 
gers do not take advantage of the business 
knowledge that is theirs for the asking, is 
incalculable. 

The man who says, " I'm satisfied with 
my own way; it's been good enough for 
twenty years," and the man who claim$, " All 
this business literature is just a lot of im- 
practical theories," are the men who are 
doomed to stand still during the next dec- 
ade, while their more progressive rivals 
travel swiftly past them, 

THE MEASURE OF FINANCIAL SUCCESS 

The achieving of financial success is not 
measured by the dollars a man is accumulat- 
ing, but by his financial influence. He may 
do many things without remuneration, in or- 
der to cultivate friendships that will give him 
influence. He may start a company that he 
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knows will lose money for five years, becaust 
he believes the future of the concern will 
prove his investment a wise one. He may 
go into debt to tide his interests through 
periods of development, without diminish- 
ing his influence. Influence, not dollars, is 
the gauge by which to judge the man's finan- 
cial success. 

A thousand-doUar-a-year man is increas- 
ing his influence when he is making himself 
worthy of fifteen hundred dollars a year. 
Even before he is paid fifteen hundred dol- 
lars a year, he is achieving success. When 
he is confident that he is a fifteen-hundred- 
dollar man, he must see to it that his em- 
ployer, or some other employer, pays him 
fifteen hundred dollars. He isn't really a 
fifteen-hundred-dollar man unless he can do 
this. This man may believe that anyone 
who earns less than five thousand dollars a 
year is not successfully established. But he 
should credit himself with achieving suc- 
cess all the time that he is increasing his in- 
fluence. His ambition may be to earn five 
thousand dollars a year. But his desire 
should be for the ability to merit five thou- 
sand dollars a year. Too many men long 
for the five thousand, but fail to work for 

the five thousand ability. 
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Because a man starts at the bottom of the 
ladder is no reason why he cannot achieve 
success the very first day he resolves to 
climb. His pay envelope at the end of the 
second week may be the same, but if the 
man is working toward the goal and accu- 
mulating f orce, he is winning success. The 
process may be so slow at first as to dis- 
courage him. That's the test of his desire 
and will. 

If he keeps persistently increasing his 
force, the results will begin to tell in his 
bank account and his home, but more par- 
ticularly in his mind, for there confidence 
will be growing stronger, and with increas- 
ing confidence comes a greater ambition, a 
keener desire and a stronger will. 

The ten-thousand-dollar man finds it 
easier to develop the power that will make 
him a fifteen-thousand-dollar man than the 
one-thousand-dollar man who strives to 
make himself merit fifteen hundred dol- 
lars. 

This is because the ten-thousand-dollar 
man has proved by the steps that have carried 
him upward that the goal can be achieved 
through desire and will. He has absolute 
confidence in this law and in himself. He 
has tested both. Then, too, he makes the 



SUCCESS IN BUSINESS 

rewards for which he has been workings 
work for him. 

The principles that will be discussed in 
this book refer equally to the man who is 
now earning one thousand dollars a year 
and the man who is earning one hundred 
thousand dollars a year. 

Cultivate a strong desire for a definite 
business goaL 

Judge fairly your present business influ- 
ence. As this influence increases, you are 
achieving success in business. 

WHO IS ELIGIBLE TO WIN SUCCESS 

A comforting thought to the young man 
entering business and to those who have not 
climbed far on the ladder to fortune, is that 
every normal man is eligible to succeed. 

Never in the history of business have there 
been so many good opportunities open as at 
the present time. While men can be ob- 
tained for the lowest forms of labour, there 
is a great shortage of executives. Many 
companies are ready and willing to advance 
a man in position and remuneration as fast 
as he proves his ability to take responsibili- 
ties. Every year sees the rapid advance- 
ment of hundreds who have risen from the 
ranks of average men to achieve success. 
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Luck may have favoured a few, and 
" pull " has been responsible for the advance 
of others, but in proportion to the total 
ntunber, these have been so few that they 
may be disregarded. Merit is what counts 
in business to-day, and if luck and " pull " 
are not accompanied by merit, the men they 
have advanced are so insecure in their po- 
sitions that they are to be pitied and not 
envied. 

Not only is every normal man eligible to 
win success, but every successful man is 
eligible to win more success. 

HOW TO WIN SUCCESS 

The great majority of men who have 
achieved success have worked according to 
the same laws without a thorough under- 
standing of those laws. That brings up the 
question, " Why is it necessary to know 
these laws in order to achieve business suc- 
cess ? " 

It isn't necessary, but it's a surer and 
easier way. 

One man who has attained vast wealth 
claims that his success was due to his habit 
of saving. Another wealthy man announces 
that liberality in spending assisted him, and 
that saving is an old-fogey habit. 
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Some men attribute their success to the 
fact that they know their business " from 
the ground up." Other men are winning 
fame and fortune in businesses that are 
comparatively new to them. 

It has become a pet custom for men of in- 
ternational fame to lay down rules for suc- 
cess, and often the advice of one is in strange 
contrast to that of another. 

This book contends that achieving success 
in business is dependent upon character, 
knowledge and power, and the greater part 
of the discussion will concern the answers 
to the questions how to strengthen charac- 
ter, accumulate knowledge and attain power. 

REWARDS OF BUSINESS SUCCESS 

The rewards of business success are sure, 
continuous, cumulative and varied in char- 
acter. Wealth is the one most sought, but 
health and happiness, we will see, are also 
won by the successful man in business, who 
regards them as part of his goal. 

There have been men who have attained 
financial power without winning an enviable 
position among their fellow-men. There 
have been others who have achieved a high 
position without the accumulation of wealth. 
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Ideal business success is achieving power 
that controls both wealth and position. Dol- 
lars alone is a poor goal. The miser is the 
most unsuccessful of men. 

A man who is paid much for risking his 
life or his character is not well paid. 

Health, wealth, happiness, culture, relaxa- 
tion, travel, friends, — these are some of the 
rewards of success in business for the man 
who has the power. 

And always with the attainment of power 
comes the desire for more power. 

And always the attainment of more power 
becomes easier. 

Every man is eligible to win these great 
rewards, but every man doesn't think. 

THE PRICE OF SUCCESS 

It Has long been the general belief that the 
price of success is hard work and that a man 
only receives a just reward for his work. 

This book contends that the price of suc- 
cess is hard work on the part of those who 
do not understand the laws of power-get- 
ting, and of gratifying work on the part of 
those who do understand power-getting. 

It contends further that a man who under- 
stands the laws of power-getting receives 
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far greater rewards in proportion to his 
work than the man who does not understand 
power-getting, because this knowledge is of 
great advantage. 
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FROM THE TEXT 

The secret of success? There is no suck 
secret. 

Success in business depends upon the man 
seeking success. 

Man has the ability to make himself what 
he will and to achieve the success he de- 
sires. 

The real goal in business is gratification. 

Money may become the medium of ex- 
change for many worthy gratifications. 

Opportunities surround those who have 
the desire and will to accept them. 

Business is a flexible medium that man 
can turn to his advantage to satisfy almost 
any ambition. 

Business is the gauge by which men judge 
each other. 

Pity that man who believes yft work to 
live! 

Success in business is not a prize of wealth 

to be found at the end of a hard journey ; 

its diversified, positive and continuous re- 

iwards include money, friends, influence and 

happiness. 

Success in business depends upon charac- 
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ter, business knowledge and the power of 
application. ' 

A man who knows one principle and ap- 
plies it, is making greater progress than the 
man who knows twelve principles and can- 
not apply one. 

Every man should continuously acquire 
business knowledge, because this is the great- 
est transition period in the history of busi- 
ness, with methods constantly improving. 

Because a man starts at the bottom of the 
ladder is no reason why he cannot begin to 
achieve success the very first day he resolves 
to climb; if he is working toward his goal 
he is winning success. 

To-day, it's the man that counts most, not 
the experience. 

The business world is a glorious place in 
which to live; and work is joy, if we will 
have it so. 
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PART II 



CHARACTER 



The greatest God-given responsibility man 
has is to mould his own character. First, 
man should determine what he is, then what 
he would be. 
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CHAPTER I 

THE IMPORTANCE OF CHARACTER 

To achieve success in business, most men 
study business. 

To achieve success in business, it is far 
more important first to study self and then 
self in relation to business. The human 
factor is the most important factor in the 
business world. 

Man made business. He developed it into 
the most powerful of all institutions. But 
powerful as it is, man still dominates busi- 
ness. 

So long as men are unequal in character, 
knowledge and power, there will be differ- 
ences in the degree of success that different 
men achieve. 

Knowledge and power are dependent upon 
character, so that character is really the fun- 
damental upon which the degree of success 
of any man depends. 

Man is given two forces that he can em- 
ploy to make of himself what he wishes. 
These forces are desire and will. 

To win success a man has in him the 
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forces to develop a success-winning charac- 
ter. 

Success in business and success in char- 
acter are two distinct and yet closely re- 
lated achievements. Unfortunately, success 
in business means to many people simply 
money, while success in. character is com- 
monly thought of as being beyond reproach. 

In Part I it is pointed out that success in 
business means far more than mon^. It 
will be the purpose of Part II to indicate 
that character largely determines the degree 
of success, and further, that the character 
of any man can be developed into a continu- 
ously greater success-bringing force. 

Character has generally been considered 
as an ethical study rather than as a business 
study, but with the rapid development of 
business and its psychological significance, 
the true importance of character in the in^ 
dust rial, commercial and professional world 
is becoming understood. 

No attempt will be made in this volume 
to treat with the early growth of character 
in the child, or the influence of birth and 
environment upon the characters of boys 
and girls. It will be the intention to discuss 
those character-qualities that hinder or help 
in business, to show how any man can, in a 
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systematic manner, make these qualities 
business assets and develop a mental attitude 
that will make his work more profitable 
and his life more pleasant 

It is the contention of many that some 
men, in fact most men, are so constituted 
that ambition for the better rewards of busi- 
ness and life should not be instilled into 
them, that their routine of work-eat-and- 
sleep gives them greater peace and satisfac- 
tion than striving for the improvement of 
mind and character and power. 

This treatise believes that all men, no mat- 
ter what their conditions, deserve encourage- 
ment to make the most of themselves, and 
that even the humblest working-man may 
achieve success to a considerable degree. 

There are many notable examples of men 
who have risen from obscurity to high po- 
sitions in the business world. In most of 
these cases success depended upon the char- 
acter of the men far more than upon knowl- 
edge. In fact, many who have achieved 
high positions have had little school train- 
ing. 

We have said that success in character 
suggests to a great number merely being 
above reproach. To be above reproach is 
not to deserve any especial credit, and the 
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moral and business reasons why every man 
should fulfil this requirement are too obvi- 
ous to deserve argument or attention. 

Success in character involves the study of 
mental attitude, one of the most interesting 
and important phases of character research. 
The investigation of the different character- 
qualities, such as persistence, determination, 
fear, worry, confidence, is important from 
the standpoint of obtaining wealth and in- 
fluence. It also concerns the attainment of 
the greatest amount of gratification from 
one's achievements and one's position in the 
business and social world. 

The character of a man of sufficient de- 
sire and will can aid him in acquiring knowl- 
edge, developing power, achieving success 
and finding gratification along life's high- 
way. 
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CHAPTER II 

KNOW THYSELF 

If the admonition of the old Greek philoso- 
pher who said, " Know thyself/* was more 
generally observed, there would be less fail- 
ures in the world. 

Few men really know themselves. Some 
are biit slightly acquainted. Nearly all 
have a fair idea about their good qualities. 
Not nearly so many recognise their own 
failings. 

Knowing oneself means a tremendous ad- 
vantage in the race on the road to success. 
But a man must use nerve and patience and 
will-power to really understand himself. 
Once he becomes thoroughly acquainted with 
even a few of his true qualities, provided he 
has the ambition, he can improve each of 
these qualities and become a better equipped 
force. 

For example : I know a man whose mem- 
ory was not at all what it should be. This 
was largely due to carelessness. He would 
forget engagements; he would frequently 
carry letters in his pocket for days after they 
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deserved attention, and when his wife askeii 
him to do an errand on the way home, it was 
about an even chance that he would forget 
it. 

One day he forgot something — it doesn't 
matter here just what it was, save that it 
cost our friend dearly. After a few days of 
blaming everybody else and ever3rthing else 
that was involved in his loss, he sat down 
and thought over the whole proposition 
carefully. For the first time he analysed 
the cause of his loss in a fair-minded way, 
and then he pronounced his careless memory 
the guilty party. 

His wife had often spoken to him con- 
cerning his forget fulness, but he had only 
laughed. One of his friends had called his 
attention to his failing, and he had become 
indignant. Finally something had hap- 
pened that touched his pride, his heart and 
his pocketbook at one and the same time. 
That made him think. He was willing to 
judge himself now, and, as far as memory 
was concerned, to know himself. This man 
had ambition. He also had a fair amount 
of common-sense, so he put his memory into 
training. 

When he forgot a meeting, or came home 

without the pound of creamery butter his 
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wife had ordered, he chided himself and 
tried a little harder the next time, until his 
remembering average became better than 
normal. 

There are two or three points that are 
worth deducting from this and hundreds of 
similar examples in everyday life. In the 
first place, the inclination to know oneself 
rarely becomes strong until something hap- 
pens that hurts the pride or the pocketbook. 
If the analysis of that something shows it 
to be due to a personal failing, the one af- 
fected is sometimes willing to admit the 
failing, become acquainted with it, and, if 
possible, eliminate it. He may even be 
stirred to know himself in other failings, and 
to carry out a general plan of improvement. 

Conceit is one of the main obstacles in 
most of us that prevents our knowing our- 
selves. We like to take pride in ourselves 
and have others recognise our good points, 
but we are too willing to overlook our fail- 
ings and are in hopes that others will do the 
same. 

The widespread movement for vocational 
training has many splendid points, and the 
underlying thought really is : " Know thy- 
self,'* so that you may know for what voca- 
tion you are best fitted. 
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The world is full of mistakes, owing to 
the fact that so many men do not know them- 
selves. 

There are mechanics who might have been 
doctors, bricklayers who might have been 
architects, clerks who might have been law- 
yers, but they didn't take the time, or 
wouldn't answer the inclination, or couldn't 
summon the nerve to know themselves and 
then to make the most of themselves. 

When a young man enters the business 
world, it unfortunately is the easiest channel 
to reach that attracts him. And then, when 
he gets there, the chances are strong that he 
will stay. 

One pity is that too few young men have 
advisers who will repeat and explain the old 
philosopher's admonition, " Know thyself." 

When the young man enters college, he 
receives advice from the faculty concerning 
his mental training, his qualifications are 
studied, and he is aided by teaching and 
examinations to know how little he knows 
and then is taught to know more. If he 
wishes to enter athletics, the physical in- 
structor teaches him to know himself, phys- 
ically. He may be a natural sprinter, but 
unless he is taught to know his ability, he 
might become a failure as a hammer thrower, 
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instead of capturing first place in the hun- 
dred-yard dash. 

The young man may not be an athlete at 
all, and yet his mind may be made up as a 
freshman that he will become a star on the 
gridiron. The first thing in his preparation 
to carry out his ambition, he must know 
himself. The training will help him in this. 
The boy must appreciate the fact that he 
hasn't enough strength, that his lungs need 
developing, that he is too slow on his feet, 
and that he has other failings. Then he be- 
comes a " scrub ** and works hard, without 
glory, in fact, without any reward save that 
of realising that he is equipping himself to 
carry out his ambition. His third year he 
may become a member of the second team, 
and, if he's plucky, not lucky, he may be 
taken into the regular squad during his 
senior year. 

And yet, after he is graduated, he may 
seize one of the first opportunities that come 
along for his life's work, because there was 
no coach or trainer to advise him that he 
could achieve bigger things by knowing his 
possibilities and starting in as a " scrub," 
equipped only with a healthful ambition. 

There are coaches and trainers available 
to every man, if he will only seek them. In 
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all large cities there are successful business 
men who will not begrudge a little time and 
valuable advice to the sensible young man 
willing to ask it. There are chambers of 
commerce, advertising clubs and other or- 
ganisations, where the meetings and asso- 
ciations with the members will furnish ad- 
vice and encouragement. 

" Know thyself ! " 

It has been said that every man has three 
selves: what he is; what he thinks he is; 
what the world thinks he is. 

The man who underestimates himself is 
generally underestimated by the world. 
The man who overestimates himself may 
also succeed in fooling the world for a time, 
but sooner or later will be found out. 

The man who knows his true self and 
makes the world know that same self will 
find a safer, surer, speedier journey on the 
road to success. 

Know thyself! 



CHAPTER III 

STOCK TAKING 

At certain intervals every well-regulated 
business takes an inventory and determines 
its resources. It doesn't do this because it's 
afraid of failure, or just to satisfy curiosity, 
but because it wants to know its true stand- 
ing. It wants to find out the standing of 
each department, where to stock up and 
what departments to add or to eliminate. 

A man is so similar to a business institu- 
tion that we may draw interesting compari- 
sons. The purpose is to show that man 
should take an occasional inventory of him- 
self to find out his true standing. He should 
examine his resources to learn his present 
status in finance, in his business position, 
his social position, his health and his char- 
acter. 

The stock taking in most of these depart- 
ments will be easy. Nearly all men can tell 
offhand how much they are worth in the 
world's goods. It is easy, too, to determine 
upon what plane in the business world one 
is standing. The income of that position 
and its responsibility and dignity determine 
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that. THc social position, of course, de- 
pends upon the friends one has made and 
the way one is regarded by one's fellow- 
men. The present condition of health can 
also be judged fairly by most men, and 
they can tell themselves the truth, if they 
only will. Then we come to the difficult 
part of the inventory, the department that 
includes the character qualities. 

And yet, this is a very important part of 
human stock taking. Most men have never 
attempted to investigate this department 
thoroughly. Many would laugh at the very 
suggestion of such an inventory. But let's 
watch a man for a few minutes who is en- 
gaged in taking stock of his character quali- 
ties. 

On a slip of paper before him is the fol- 
lowing : 



Desire 


Worry 


Will 


Fear 


Concentration 


Self-consciousness 


Confidence 


Procrastination 


Persistence 


Indolence 


Health 


Conceit 


Capacity for Enjoyment 


False Pride 


System 


Stubbornness 


Enthusiasm 


Passiveness 


Activity 


Indifference 
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He has reached "Capacity for Enjoy- 
ment" 

" Let me see/' he says. " My capacity is 
getting a little more dulled all -Uie time. It 
was a bad sign when I gave up my vacation 
last year. There were only three out of a 
score of entertainments that really pleased 
me during the winter. The ball games used 
to take my mind off my business and enter- 
tain me, whether the home team won or not. 
Now, I catch myself working out business 
problems instead of following the play. 
Books don't appeal to me as they used to. 
Travel seems nothing more than an old 
story. I'd often rather work than go out 
in the evening. I'm afraid that, in most 
everything excepting my business, Fm los- 
ing interest. And yet, there's Judge So- 
and-So, and Smith and Brown and Jones, 
all of them as old as I am, and just as suc- 
cessful, too, who find pleasure in almost 
everything. 

" My capacity for enjoyment is growing 
less and less. Let me see. With ten for a 
perfect score, I gave myself six points a year 
ago, and to-day I don't believe my capacity 
for enjo)rment is worth more than three. 
But, thank goodness, I've got will enough 
to stock up again. I'm going to take more 
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interest in things. Fm going to laugh as 
hard as Judge So-and-So when I go to the 
theatre. And when I'm at the ball game, 
my business is going to be left down town. 
Why, I'm going to find enjojrment in the 
very knowledge of stocking-up." 

He wrote down " three " opposite " Ca- 
pacity for Enjo3rment," and then he turned 
to " Fear." There was a " three " written 
opposite. 

"Fear? I have little fear in business/' 
he said. *' I fear no man. I fear not the 
future. And yet, I did say this morning 
that I feared I would never attain as high a 
position as I sought, nor as great an income. 
And now that I think about it, I do fear 
from time to time little irritations that fear 
magnifies. No, I am not absolutely free 
from fear yet, but Fm improving, and while 
it had three points at the last inventory, Fm 
going to cut it down to two. I'm going to 
give it a little more attention this year, and 
I know I've got the courage, if not to wipe 
it out, to hold it at not more than one." 

After marking "two" opposite " Fear," 
his pencil point drifted until it reached " Pro- 
crastination." 

The figure 7 stood beside the word. 

" My, but I was well stocked up on pro- 
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cristination a year ago/' he smiled. '' My 
motto used to be, ' Never do to-day what you 
can put off till to-morrow/ I remember 
that procrastination cost me two advances 
in position, and Fm paying my penalty to 
this day, because without procrastination in 
my youth I would have been higher up the 
scale of success. Seven was surely a bad 
record for last year, and I must remember 
to give will another credit mark for great 
improvement. 

" My trick for overcoming procrastina- 
tion was such a successful one that I must 
apply it this year particularly to * Capacity 
for Enjoyment.' Every time something 
that should be done to-day came up in busi- 
ness, and the temptation to put off inter- 
fered, I called to mind * Procrastination, 7,' 
which meant, * You're overstocked with de- 
lays,' and then, instead of putting off, I 
acted at once. But that wasn't all. I 
picked out ten examples where my will had 
overcome the temptation to delay and fol- 
lowed them up. In two cases my prompt- 
ness meant material gain for me where de- 
lay would have caused failure. In four 
other cases I profited by acting at once, and 
in the four remaining cases I do not know 
that it would have made any difference had 
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I put off acting. I learned my lesson, and 
I believe that I've cut my stock of procras- 
tination down to three. I will do better this 
year." 

And so the man went on, fairly estimat- 
ing his character-qualities. He admitted 
that his stock of conceit had risen from three 
to four and resolved to cut it down. He 
faised his confidence from six to eight and 
resolved to raise it still higher. 

It took the man one hour each year to take 
stock, and as he took up each quality in his 
inventory, he resolved to improve in that 
regpect. All these resolutions were carried 
along in his sub-consciousness, and when 
worry came upon him, his sub-consciousness 
whispered, " Worry, 4.'' 

" Don't want any more stock," he smiled, 
and substituted confidence. 

At each quality where the record showed 
a falling off or a standing still, he made a 
stronger resolution than in the other cases. 

He added up the number of points in the 
positive column, and a look of satisfaction 
crept over his face. 

" Seventy- four," he murmured, " isn't so 
bad out of a possible hundred, especially 
when it's compared to sixty-one for last 
year." 
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He added the negative points and shook 
his head. 

" Not so good/' he said. " Thirty-four 
is too many, even if it's a better showing 
than forty for last year. I must do bet- 
ter." 

When he had finished he leaned back in 
his chair and closed his eyes and thought. 

" You're a pretty good fellow, after all," 
he said to himself, "but there's room for 
improvement. It's a pleasure to improve, a 
gratification. And while it's going to take 
persistence^ patience and mental effort to in- 
crease stock here and cut it down there, for 
my betterment, I appreciate that doing this 
will make me a broader, better and happier 
man." 

The man had reasons for his stock-taking. 
The reasons why he took stock were to know 
himself; then to improve himself. 

When he started his system he was well 
enough acquainted with himself to know 
that if he took sfock only in his mind in a 
general sort of way, it would be a pretty 
slipshod, inaccurate and unconvincing proc- 
ess. He knew that if he put things down 
on paper, it would be more businesslike, ac- 
curate and convincing. He knew that hav- 
ing a record of the first stock-taking would 
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enable him to make comparisons at the sec- 
ond inventory. He knew that carrying out 
his system would be in the nature of an 
amusing game, and like most men, he liked 
games. In other words, he made his stock- 
taking as simple, as fascinating, as practical 
and as promising of continuation as possi- 
ble. 

When he found he had made improve- 
ment in the general summary at the end of 
the first year, he was encouraged and gave 
enough credit to his system to keep it in 
force the third and the fourth years, and 
he's still using it. 

There are other ways of stock-taking. 
This is one man's way. 
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CHAPTER IV 

WHERE ARE YOU GOINGf 

Where are you going? 

Let us suppose that the average man asks 
himself this question when thinking of his 
business career. What will his answer be? 

It will run something like this : 

" I will work along at my present job, 
hoping that something better will come my 
way. I'll ask for a raise occasionally, and as 
I'm able to make a living now, with a little 
more pay I can lay something by. Of course, 
if no better job is offered, I'll stick to my 
present place for good. I wish I were wealthy 
and could do just what I'd like to do, but 
there's no use wishing when your living de- 
pends upon the only job you can get. Where 
am I going? I'm going to stick where I 
am until something turns up." 

Let us suppose that the successful man 
asks himself the question. This needn't be 
a supposition in the case of the successful 
man, because he asks himself this question 
frequently. He knows it helps him gain a 
clearer vision of his goal, and the fact that 
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he has a clear vision of his goal aids him 
greatly on his way toward that goal. When 
he puts the question to himself, " Where 
are you going?'* the answer comes back 
something after this fashion: 

" I'm going to make myself worthy of 
Blank's position, because he's about due for 
another step upward. That will give me 
$2,000 more a year. I can use that to in- 
crease my life insurance, add a little to my 
investments, afford a few more luxuries for 
my family, and slightly increase my worth- 
while expenditures all along the line. 
Blank's position carries prestige, and a little 
more prestige should mean election to the 
board of directors in the company and soon 
after that a directorate in the City Bank. It 
will mean more advantages and rewards that 
I must figure out carefully, because my 
desire to advance cannot be too great." 

The successful man smiles as he goes 



on: 



And to think that two years ago I went 
through this same mental process, when I 
was a clerk, dreaming of the position I now 
hold. Well, that dream, backed by desire 
and will power, came true. So will my 
present dream. But I mustn't forget 
dreaming is only the first step. There is no 
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question about my desire. Now for will 
power and work ! " 

There is quite a difference between the 
answers, and there is an equal difference be- 
tween the degree of success the two men are 
achieving. 

Where are you going ? 

If some men would stop and ask them- 
selves the question, then answer it honestly, 
they would be ashamed of their irresolute 
characters, of the realisation that work is 
making slaves of them, instead of their mak- 
ing a slave of work, that for the want of 
strength of, character they are depriving 
themselves and their families of the riches 
of the world that are rightfully theirs, that 
they are drifting through an existence of lit- 
tle value to the world and of little credit to 
themselves. In some instances manliness 
would assert itself and the stupid, passive 
life of drifting would turn into a well- 
plannted course leading to the good things of 
the world. 

No matter how unsuccessful or prosper- 
ous a man may be, he will find it of ad- 
vantage occasionally to answer truthfully 
the question, " Where am I going? " 
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THE AVERAGE MAN 

We have alluded to an individual called 
the average man. We may divide the men 
of business into three classes, tTie unsuccess- 
ful, the average, and the successful. 

The unsuccessful class need not be 
especially treated, as the references in this 
book to the average man apply as well to 
the unsuccessful man. 

The average is by far the largest class. 

It is the purpose of this chapter to picture 
the average man and instil in him a desire to 
become a successful man. The picture will 
be frank. Some average men may com- 
plain that it is unfair to them. It is not un- 
fair to some of their fellows, however, and a 
man is judged by the company he keeps. 

Let us briefly follow the average man 
through his day. He rises in the morning, 
washes and dresses himself, eats his break- 
fast, works approximately four hqurs, eats 
his luncheon, works four hours more, has his 
evening meal, talks, reads, seeks entertain- 
ment or worries during the next four hours, 
sleeps seven or eight hours, and then begins 
all over again. 

What does this mean? 

Simply that the average man is a subject 
who spends most of his life answering calls: 
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the call to get up, the call to eat, the call to 
work, the call to play, the call to sleep. 

In other words, the average man through- 
out his existence, is a passive agent. His 
day has been planned out for him, and he 
accepts it. He leads a made-to-order, 
routine, cut-and-dried life. His days be- 
come monotonous, dull and depressing. 
Life to him seems a serious proposition. 

What's the cause ? 

" 111 fortune," says the man. 

Those who know would tell you the fault 
is with the man himself. But we're not 
dealing with those who know ; we're dealing 
with the average man. His philosophy runs 
in this way : 

" I work to live. I sleep and eat to enable 
me to work. Three hours in the evening 
are given me for enjoyment, but even these 
are partly filled by worry because my work 
isn't doing enough for me. Life is pretty 
much all ^ork." 

This gives us the average man's mental at- 
titude toward work : " Work is the neces- 
sary grind for which we are paid money that 
enables us to exist." 

This is his attitude toward work in gen- 
eral, but let us see what it is toward his par- 
ticular job. 
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" I wish I could have a better place," he 
says, "because there are lots of things I 
don't like about the job. It doesn't pay me 
as much as I might get somewhere else. I'd 
leave it in a minute for something better, 
but I'm afraid that would mean that I might 
not get something as good. Of course, there 
are a few things about it that aren't so bad, 
but the two best things are time to quit at 
noon and time to quit for the day. The 
man above me doesn't appreciate my true 
worth. I'm pretty sure he always looks 
down on me, but I could fill his shoes all 
right. That's the way things go in this 
world. Some people are always getting 
there through luck, or something, and others 
are always having to dig and drudge. I'm 
sick of it, and I wish something better would 
turn up. But I guess I'll have to go plug- 
ging along just the same and take what's 
given to me." 

That's a little harsh, maybe, to give as the 
average man's view of his work, but it isn't 
far out of the way. 

The question, naturally arises, if this is 
the average man, why is his mental attitude 
so false and so pessimistic? 

The answer is easy to find upon consider- 
ation. From the time the average man left 
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school to earn his living, he has found life 
a struggle. Even when he was in school, he 
expected to find it a struggle, because of the 
talk he heard at home. And the parents and 
' grandparents and probably the forbears for 
generations back in the family of the aver- 
age man have regarded life as a struggle. 

When the average man left school, he 
went to work believing that work was a nec- 
essary drudgery through which he could 
maintain his part of the struggle, and with 
this attitude it has been pretty hard for him 
to love his work. 

Where work has indicated the line of least 
resistance, there has the average man gone. 
If his first job was that of machinist, the 
average man has been a machinist all the 
years of his usefulness. If conditions were 
endurable in the factory where he first went 
to work, there has he stayed, getting a little 
more pay from time to time, possibly becom- 
ing foreman of a department, but never see- 
ing ahead of him a goal that meant a much 
higher plane in the world of work than that 
he reached during his first ten years of busi- 
ness life. And as he has grown older, the 
average man has feared, and often with 
justification, that his usefulness would wane 
during his last years, and that there would 
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be a corresponding dropping back of wages 
and position. 

Then, why shouldn't the average man re- 
gard life as a struggle and look upon work 
unpleasantly? Because this mental condi- 
tion is wrong. Because he does not under- 
stand. Of course, many men never will 
understand, but there are also many who 
have the ambition and the intelligence to win 
far greater success than the future seems to 
hold in store for them. All they need is a 
better knowledge of the laws of business 
success, for with understanding they will 
shake off the shackles of the average man. 

The average man has come to be a 
creature who gives attention only to things 
of the moment. While this is his course in 
life, he will never be more than the average 
man. 

The average man complains, as he looks at 
the. successful man, and says, " He only puts 
in six or seven hours a day on his job and 
gets three times as much as I receive for a 
nine hour day. It isn't fair." 

Poor average man! He doesn't under- 
stand. He only sees the things of the mo- 
ment and the things on the surface. 

It isn't the province of this book to show 

that the schools are neglecting one of their 
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greatest opportunities in failing to indicate 
to the pupils how to regard work, and how 
to become broader and deeper than creatures 
who merely deal with things of the moment. 

Bookkeeping is being taught in public 
schools, an admirable thing in itself. But 
pity the scholar who, being mentally 
equipped to multiply, divide, add, subtract 
and make neat entries, considers these things 
all there is for him in the business world. 

The things of the moment fill the life of 
the average man. That's because his life 
is narrow. 

A man of vision, of power, of creative 
ability, be he bookkeeper, merchant, financier 
or professional man, finds room in his life, 
not only for things of the moment, but 
thoughts, and desires, and ambitions, and 
dreams, and reasonings, that in themselves 
are gratifications so great that he lives — 
lives, mind you — not exists. 

A man's life has the quality of unlimited 
expansiveness. That's a pleasant thing to 
realise, isn't it? There is always room for 
more gratification. 

Come, average man, the world holds 
something better for you ! 
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THE SUCCESSFUL MAN 

We have pictured the average man. We 
have said that life holds something better 
for him, if he will but improve the oppor- 
tunity. 

First of all he must have sufficient desire, 
and, to encourage this desire, he should have 
a clear mental picture of the kind of man he 
wants to be. He should summon up in his 
vision a picture of himself as a successful 
man, a man of high position in business and 
society, a man honoured and respected by his 
fellow-men, a man of influence, of more 
than conjfortable means, of many interests, 
a man who owns a home, an automobile, 
who is able to bring pleasure to his family. 

The average man has imagination to go 
that far. He frequently does, and then 
what follows ? Regret that he is not the man 
he pictures ; jealousy toward those who have 
become what he would be ; bitterness toward 
what he calls an unjust world. 

The average man doesn't go far enough in 
his visioning. His picture is the physical 
ideal which, after all, is of minor and de- 
pendent importance. 

The success of a man depends upon his 
mind. His riches, his home, his automobile, 
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are only physical evidences of his success. 
Let us then go further than the average man 
and look into the mind of the successful 
man. 

We find that the mental attitudes are rad- 
ically different. 

The successful man regards himself as an 
active agent, building a career and a char- 
acter. He realises that his work gives him 
his home, his food, the support of his family 
and his recreation. He likes his work for 
these reasons and also for the work it- 
self. 

Performing his duties well gives him grat- 
ification. It wins the attention of those 
higher up and that means more responsibil- 
ity. And with more responsibility comes 
more powet and more money. 

The successful man knows, and this is 
something that the average man should drive 
into his mind so far that it will stay there 
until he proves it to himself by his own ex- 
perience : 

The more successful one is, the more one 
IS glad to work; the more one works, the 
more successful one is ; the more successful 
one is, the more one is glad to work. 

Work to the average man is grind, to the 
successful man gratification. 
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I know an author who becomes so fasci- 
nated by his work that it is often with the 
greatest regret that he temporarily must 
stop. Most inventors, when they believe 
they are on the track of something new and 
important, will not forsake their work for 
food or sleep until necessity compels them. 
Here follows a point of tremendous impor- 
tance, a point that if fully appreciated would 
send many men at accelerated speed on their 
way to success. The work done with in- 
tense desire, absorption, application, delight, 
gratification, is the work that counts most. 
It^s the work that has produced the greatest 
inventions, the finest books, the masterpieces 
of art, in fact the best of everything where 
skill counts. And yet, countless men believe 
that a day's work is a day's grind, the price 
to be paid for living, dreary, dull, despised 
drudgery. These are the men who sit 
around and wish for success. 

The price of success is work. Partial 

success can be attained by drudgery, but full 

success, which embodies happiness and 

health with dollars, can only be attained by 

work that brings gratification. One main 

purpose of this book is to encourage the right 

attitude toward work: not only to do well 

what you do, but to like to do well what you 
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do. This means gratification; it means 
money ! 

Work occupies the majority of a man's 
waking hours. It makes a great difference 
then in a man's character and the pleasure 
he finds in life, whether his work is drudgery 
or joy. It's the difference between a monot- 
onous, plodding existence and a joyful, suc- 
cessful life. 

The average man enjoys play, not so much 
because of the play itself as because of his 
mental attitude toward it. 

Some may doubt this until they consider 
the statement with examples. Take tennis 
for an illustration. It requires a great 
amount of physical and some mental exer- 
tion to play one set, and yet thousands of 
people play throughout the summer months, 
oftentimes until they are completely fagged. 
It is far harder work than the average ten- 
nis player would think of doing if tennis was 
called work instead of play. 

The school boy dislikes to exert energy 
enough to cut the grass; he will consume 
fifty times that energy in a ball game and 
call it sport. 

Quite a number of men have dropped dead 
through over-exertion in games* The av- 
erage man rarely puts in a day of as hard 
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work as does the wrestler, pole vaulter, 
hurdler, football player, basketball player, in 
their daily practice. 

This is not intended as argument against 
play. The successful man believes in play. 
He knows that playing in itself is good. It 
means change, recreation, exercise, mental 
refreshment. The purpose of these illustra- 
tions is to show the average man's mental 
attitude toward work and play. 

Work offers bigger rewards than play. 
Work offers more competition than play. 

" But work," says the average man, " is 
doing something for somebody else whether 
you will or no, and play is something you do 
for yourself." 

And right here is where Mr. Average Man 
has his viewpoint askew. 

Work is working for oneself, no matter 
who owns the concern or who manages it. 

The successful man works with loyalty 
and enthusiasm for his house, not so much 
because it will bring dividends to the con- 
cern, but because it mtans his personal ad- 
vancement. He isn't purely selfish. He 
will go out of his way to do something that 
will profit his house without bringing direct 
returns to himself, because it's part of a suc- 
cessful life. But he never loses track of the 
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fact that while he is working for others^ he 
is working for himself. 

In brief, we may sum up the difference be- 
tween the average man and the successful 
man. The former started wrong, is passive, 
ddesn't think, lacks desire, and hence gives 
his will power no chance. 

The successful man started with a strong 
desire and followed this by will power di- 
rected into persistent efforts. 

When the question, " Where are you go- 
ing ? " is asked, the average man must truth- 
fully answer, " I don't know ; I'm drifting." 

The successful man will answer, "I am 
going to greater success." 

Closely allied with the query: "Where 
are you going in Business ? " is the question : 
" Where are you going in Life? " 

Here is a suggestive list intended to point 
out various goals that should receive the at- 
tention of a well-rounded man: 

Business 

Home 

Citizenship 

Culture 

Health 

Recreation 

Religion 

Society. 
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The list could be enlarged by adding more 
goals, but it is merely meant to remind one 
of the fact that there are other things in 
life to claim one's attention and energy be- 
sides business. 

The proper cultivation of all of these 
goals contributes to health, happiness, influ- 
ence and all-round success. 
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CHAPTER V 

MENTAL ATTITUDE 

Mental attitude underlies practically all 
the merits and failings of man. In this 
chapter we are going to deal with mental 
attitude as related to the everyday happen- 
ings of life. 

A generally optimistic mental attitude is a 
great blessing, and a poor man with such an 
attitude will find more pleasure in this life 
than a rich pessimist. 

We all know the man who is soured on the 
world, whose disposition is to sneer at pretty 
much everything, cynical, critical, satirical, 
with little faith in his fellow men, suspicious 
of selfish reasons behind noble deeds, always 
seeing the unpleasant side. He can be 
famously rich and yet commands neither our 
envy nor our respect. 

And then we know the man who tries to 
get the most out of things, who looks first 
for the sunny side, who loves nature and his 
fellow man, who is charitable and generous, 
giving everybody and everything the benefit 
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of the doubt. He may be poor, but we re- 
spect ^d often envy him. 

Occasionally the two men we have de- 
scribed go to the theatre — not together. 
One has a box, the other is in the balcony. 
But a cheerful mental attitude from a bal- 
cony seat is worth far more than a pessimis- 
tic attitude from a box. 

ONE man's attitude 

Some men find entertainment in almost 
everything. 

I know a man who goes to the world's 
fairs to see the people. He admitted it to 
me. 

" But," I remonstrated, " dion't you enjoy 
the exhibits from the different countries ? " 

" Not enough to hike up and down most 
of the aisles," he answered. "Of course, I 
take a general look around. But it's the 
people that entertain, instruct and amuse me 
most." 

" Yes," I went on, " but you live in a city 
of half a million people. Why don't you 
enjoy them at home? " 

" I do," he declared, " but at the fairs you 

see them from all over, all kinds, doing all 

sorts of things. Let me tell you a few 

stories showing you just what I mean," and 
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he rambled on, enjoying the telling of the 
stories almost as much as he did the original 
episodes themselves. 

I asked him what his philosophy was, and 
he answered with a smile, " Finding pleasant 
things. I figure it out this way: We de- 
vote most all of our time to seeing, hearing, 
and doing. Now when I'm seeing anything, 
I don't see it with my eyes alone, but I see it 
with my sense of enjoyment. When I hear 
something, I don't hear it with my ears 
alone, I hear it with my sense of enjo)rment. 
When I do something, I don't do it with my 
hands alone, but I do it with a sense of 
enjoyment. Now that may not mean much 
to you, but it means a whole lot to me. In 
fact, I believe that stopping to get enjo)rment 
out of things as they come along has 
probably cost me something. By that I 
mean, I might have taken the time and will 
employed in enjoyment, diverted them into 
money-getting and added to my bank ac- 
count. But if you think I regret the cost, 
which is only a possible cost, anjrway, you're 
very badly mistaken. 

" Now I wasn't bom with a sense of en- 
joyment. In fact, I was an unpleasant little 
codger in school, and I started work a good 
deal of a grouch. You'll laugh when I tell 
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you what put me on the right track. The 
episode was so small in itself that it makes 
me laugh to think of it. 

" One day I happened into one of these 
Greek shoe-shining parlours. There were a 
dozen men seated about the wall. Presently 
a working-man came in with his little boy 
who was about five years old. The boy 
watched his father climb ipto a chair, and the 
father, seeing how dirty the boy's shoes 
were, motioned him into another chair. 
The working-man was evidently quite poor, 
and the boy's clothes testified to the fact that 
he was unaccustomed to luxuries. Ekcept 
for what his mother had done, I don't sup- 
pose that boy had ever experienced a service 
done for him. Well, when a Greek knelt 
down over his shoes and began to brush 
them, an expression came over the boy's 
face T will never forget. It was the es- 
sence of joy. His eyes sparkled, a smile 
played about his mouth, and I've never seen 
a picture, njature, oil or moving, that gave 
me the pleasure this one did. I looked about 
the room. Nine of the twelve men were 
looking at the boy, because he happened to 
be the last one who took a chair. There 
wasn't an expression of pleasure, sympathy, 

amusement, interest, or entertainment, on one 
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of those faces. I was indignant. This lit- 
tle episode was so human, so amusing, so 
appealing, that I was fairly mad at the men 
who looked but couldn't understand. And 
then my anger turned into pity. I was 
really sorry for anyone who couldn't enjoy 
the expression in that boy's face. Even his 
father didn't take notice. I waited until 
the little fellow climbed down, and watched 
him go into the street, where he paused a 
moment to look down with a mingled ex- 
pression of joy and pride, until his father 
turned and whistled for him.* 

" I had my lesson. That boy lived, not 
existed, the five minutes he had those shoes 
polished. It showed me what little things 
can afford joy, and then I thought of the 
dozen men, especially the nine who were so 
hardened that joy seemed to have gone out 
of their lives. I gave thanks that I wasn't 
as bad as that yet, and I resolved, then and 
there, to cultivate the habit of finding joy in 
what I heard and what I saw and what I did. 
That's my philosophy. Of course, I also 
find enjo)rment in my other senses, but as I 
said before, we spend most of our lives see- 
ing, hearing, doing. Let me warn you that 
you can't cultivate the sense of enjoyment all 
at once. It takes time, but you get enough 
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enjo3mient, even during your period of de- 
velopment, to make it more than worth while. 
I haven't seen a theatrical performance in 
three years I haven't enjoyed. Some I 
have enjoyed because they were so good, 
some because they were so bad. And at 
those that were neither good nor bad, I en- 
joyed myself by watching the audience. Did 
you ever watch an audience and forget the 
show? That's certainly a rare treat. You 
can pick out the people who wish they had 
their dollar and a half back, the young lady 
who fears that her back hair isn't just right, 
the young man who wonders if he ought to 
take his companion to a light supper after 
the performance, and I could go on and tell 
you about a lot of others, only that would 
spoil a part of your fun discovering them 
for yourself. 

" When the ball team's winning, I enjoy 
the game on that account; when it's losing 
I find a lot of amusement in seeing how mad 
the home crowd gets because of its loyalty to 
nine salaried players, none of whom belongs 
by birth or residence, to the city. But it's 
the little things that are happening all the 
time that should afford us pleasure, because 
they come so fast that they allow us to 
cultivate a 'joy habit.' I sat on the porch 
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last night and laughed till I cried when a 
young man, calling upon a neighbour, in 
one of those rasping voices you can hear 
four hundred feet on a quiet night, ex- 
plained his views on a half-dozen subjects, 
concerning none of which he was well in- 
formed, but in all of which he was pro- 
foundly confident of his knowledge. Why, 
do you know, I'm even enjoying this mono- 
logue on my philosophy. 

"Don't forget. Enjoy what you hear, 
what you see, what you do. Enjoy a thing 
because of its merit, or if it hasn't merit, 
for some other distinguished trait. If you 
follow this philosophy, no one will ever ask 
you, * Is life worth living?' They'll read 
the affirmative in your face." 



WHEN NOVELTY WEARS OFF 

Too many of us make the mistake of 
losing our sense of enjoyment when novelty 
has worn off. Witness the automobile 
owner. When he first saw a machine, he 
desired to ride. His first ride he called an 
inspiration. The inspiration eventually led 
to the securing of an automobile of his own. 
He enjoyed learning to run that, the riding 
itself and taking his friends out. Then the 
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automobile became a vehicle that trans- 
ported him from his home to his office and 
from his office to his home. Occasionally, 
he would ride through the parks and sub- 
urbs, but riding was an old story, a mat- 
ter-of-fact form of transportation that he 
could use at any time he desired. Now, 
whenever a man can have a thing at any 
time he desires it, he does not very much 
desire that thing. 

Consequently, our friend of the automo- 
bile failed to realise the pleasure the auto- 
mobile was giving, but that he was not re- 
ceiving because of his mental attitude. One 
day the engine went wrong, and the man 
journeyed to work in a street car. It was 
a crowded car, and he was forced to stand. 
He had never noticed before how much 
jarring, jolting and pushing one gets in 
these public conveyances. He had never 
noticed before how bad the air was in the 
closed and crowded car; in fact, his four- 
mile trip seemed exceedingly unpleasant. 

Just before reaching his stop the man 
next to him, a clerk, nudged him and 
pointed out of the window. A procession 
of automobiles was hurrying past the car. 

" Say," he said, " some folks are lucky, 

aren't they? I've only ridden in an auto- 
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mobile twice myself, but I can imagine how 
it feels to those folks to come down in one 
every morning. I could do twice as much 
work if I could start the day like that." 

The next morning our friend came down 
in his automobile. The ride seemed differ- 
ent from the usual trip. There was only 
one thing lacking to make it what the man 
would have called ideal. He looked out at 
every cross-walk for the clerk. But the 
clerk was making his usual trip in the usual 
way. 

The automobile owner was a big business 
man, and he made the little lesson he re- 
ceived work overtime in shifting his mental 
attitude into right directions. The next 
time he went to grand opera he wondered 
what -the clerk would have thought of it. 
And then he found a good deal more en- 
joyment than he expected himself. When 
he sat in his beautiful office, with its ma- 
hogany furniture, its soft rugs and its at- 
tractive fixtures, he wondered what the 
clerk would have said if he could have had 
an office like that. 

For nearly a decade he had scarcely given 
a thought to his office except as the place 
in which he transacted his business. Now, 
he enjoyed its comfort, its attractiveness 
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and its completeness. He applied the same 
philosophy to the other things of life that 
were pleasures he had been failing to rec- 
ognise. Then he did one more thing. He 
paid a little more attention to deserving 
clerks in his own employ, because he en- 
joyed things that they desired, and since 
his attention was called to this fact, he en- 
joyed those things, too. 

ATTITUDE TOWARD WORK 

One of the most important elements in 
achieving success is liking one's work. If 
a man really enjoys his business duties, he 
will have at his command enthusiasm, per- 
sistence, concentration and other traits of 
character that strongly influence one's posi- 
tion in the world of business. 

Work is regarded either as grind or as 
pleasure. Two men may be engaged in ex- 
actly the same work. One may call it 
grind, the other pleasure, but the work is 
the same in either case. 

This shows that grind isn't the work we 
do, but the way we do the work. 

In entering the business world it is of 
great importance that the young man should 
choose work to his liking. He should con- 
sider seriously the following facts. Work 
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will occupy the greater part of his waking 
hours, hence it is very important that it be 
pleasant. The degree of his success in work 
will determine how well he may live. It is 
next to impossible to achieve real success 
in work one does not like. 

Work will mould a man's character. If 
he does not like his work, it's unpleasant in- 
fluence will imbue his life with more or 
less pessimism. In fact, the man who goes 
through life performing duties that are un- 
pleasant to him will suffer in wealth, char- 
acter and enjoyment. 

The school and the home should consider 
it an important duty to show the youth how 
highly essential it is that he enter into work 
that he will like. 

The man who has made the mistake of 
adopting a trade or profession for which 
he has no liking should not make the greater 
mistake of staying there, but should study 
how and when to find his way into a more 
congenial field. 

There is a large class of men in the busi- 
ness world who do not like their work and 
probably would not like any other kind of 
work. This is because of a false mental at- 
titude toward work. There is only one way 
out of unhappiness for the men who do not 
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like the work they have to do and could not 
have work they'd like to do. The remedy 
is to change their mental attitudes. 

The welfare work of the present day, the 
lectures that are being given to employees 
and the literature written for the purpose, is 
helping many men to look more kindly upon 
what they have considered necessary drudg- 
ery. 

So much for the men who consider work 
grind. Now let us consider those who love 
their work. In the first place, they are en- 
thusiastic, and enthusiasm has been a chief 
quality in nearly all leaders of men. The 
men who like their work, work persistently, 
and persistence is another quality that has 
characterised the greatest number of suc- 
cesses in business, art and literature. Thor- 
oughness will be developed more easily by 
these men. Their ambitions will grow. In 
fact, liking one's work is a fundamental 
upon which everything in the way of bus- 
iness advance may be built. 

To maintain the attitude of enjoying 
work, a man should be careful not to work 
too long, nor to work with worry. He 
should give attention to health and to rec- 
reation, and if his work is monotonous in 

character, he should have a hobby or a side 
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line, be it play or other work, to divert his 
mind. 

The motto of every man in the business 
world should be : Like the work you have 
to do, or have the work you like to do. 

An incident illustrating the importance of 
holding the right mental attitude towards 
one's work was given me recently by a suc- 
cessful manufacturer. 

" I had in my employ, fifteen years ago," 
he said, " a young man who operated a ma- 
chine. 

One day he came to me and gave notice 
that he intended to quit the following week. 
He was a capable chap, and I disliked to see 
him go, so I asked his reason. 

I don't like my work,' he answered. 
Aren't you treated well ? ' I inquired. 

"'Yes,' he replied, 'but that isn't it. 
I'm a young man, and I feel that if I'm ever 
going to get into a business that I like, now 
is the time. It isn't the matter of pay or 
treatment, I assure you. I'm leaving just 
because I don't like the work.' 

"About four years later a man entered 

my office and introduced himself with, ' I 

guess you don't remember me. I'm Ford 

Holland.' 

" ' Oh, yes,' I observed, ' you used to 

8i 



ti i 
u i 



SUCCESS IN BUSINESS 

operate a machine here, but left because you 
didn't like the work/ 

" ' Yes," he laughed, ' and it may interest 
you to know what I've been doing the last 
four years. I've tried seven other trades to 
find one that I would like. I left each of 
them, as I left your factory, of my own voli- 
tion, the trial in each case not satisfying me. 
That's why I'm back here to apply for the 
next vacancy on one of the machines, and 
let me assure you, sir, that after my ex- 
periences, I am going to like my work. My 
boyish and ambitious spirit made me think 
I might find something I'd prefer to ma- 
chine-shop work. I couldn't have been con- 
tented until I looked around. But now, if 
you take me back, I will enjoy my work 
and stick to it.' 

" I engaged him soon after this, and he 
was a different man on the machine. He 
had real spirit now, and his enthusiasm 
spread. Best of all was his influence upon 
the other men. Whenever one of them be- 
came discouraged or said he didn't like his 
work, Holland would tell him his story. 

" He's superintendent of the machine- 
shop now, and his energy and persistence 
are, going to take him higher. He likes his 

work," 
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The man who does not like his work be- 
cause he thinks there is other work he would 
like better should remember : many men who 
have been successful in one line have left 
to become failures in other lines, and many 
men who have left one line because another 
line seemed more attractive have found dis- 
appointment. 

These facts suggest the following advice : 

A man should like the work he is doing. 

He should not allow himself to be fasci- 
nated by other work through his imagina- 
tion. Investigation will often prove imagi- 
nation wrong. 

He should not count the present as im- 
portant as the future in making a change. 

If investigation satisfies him that he can 
better himself, he should use every effort to 
do so. 

Whatever his work, he should like it — if 
not for itself, for the very practical reason 
that it then will be easier and more pleasant, 
and that he will become more proficient, 
thus preparing himself for biggel" and bet- 
ter opportunities. 
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CHAPTER VI 

ACTIVE VERSUS PASSIVE 

There are many men who have had about 
the same natural advantages, equal educa- 
tions and similar home influences. And yet, 
some of these men are achieving gratifying 
success in business, and some are finding it 
difficult to earn their living. 

The unsuccessful members of this group 
believe that the difference in achievement 
between themselves and their successful 
brothers has been caused by luck or a sort of 
prearranged order of things over which they 
have no control. 

The successful members of the group 
know better. They understand that the de- 
gree of achievement has depended upon the 
degree of progressive activity. Progressive 
activity does not refer to the amount of 
work done, but to the amount done by the 
worker to his advancement. There are 
many unsuccessful men that are working 
ten hours a day and yet are failing to get 
along. 

Men may be divided into two classes, the 
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active and the passive. The actives are, 
first of all, in control of themselves and then 
are actively thinking and doing for self- 
advancement. The passives are servants to 
their work and to their environment gen- 
erally. 

Unfortunately, the world is made up 
largely of passives. This is one of the 
strongest reasons why more people do not 
achieve success in business. And yet, the 
fundamental difference between an active 
and a passive is simply mental attitude. 

The passive says, " I must get up early in 
the morning and eat my breakfast and then 
go to work for the concern. IVe got to 
put in nine hours of labour to make money 
for the company, and then, after dinner, 
I've got to dress up to go out to call on 
the Joneses, because my wife wants me to. 
That means listening to Jones tell his old 
wheezers and be bored half to death until 
half -past ten. Of course, it also means that 
we'll have to invite the Joneses over to our 
house." 

Every day in the passive's life is just the 
same. He is doing the things he " must " 
do. He's a slave to his environment. 

Now, let's consider the active's point of 

view. 
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" I'm going to get up early in the morn- 
ing," he says, " and put in a good day for 
myself. After breakfast I'll devote nine 
hours of my best efforts to make my employ- 
ers appreciate I'm worth more than they're 
paying me. I'm glad my wife arranged for 
that call at the Joneses to-night, because 
they're jolly people to know. I'm going to 
make Jones' friendship useful to me, too. 
Besides, I love to hear him tell his old stories 
for the third and fourth times. He's ab- 
solutely unconscious that I've heard them 
before, and he exaggerates a little more at 
each telling. The difficult part is to keep 
from laughing until he reaches the point. 
I'm going to have the Joneses over to our 
house soon, and through this friendship, my 
wife and I ought to make a number of other 
pleasant and profitable acquaintances." 

The active man is active in his attitude 
toward everything. He is engaged by an 
employer to work, and yet he is his own 
boss. 

" I don't see How this could be," a passive 
might object. 

You get the proof the moment you see 
the active's mental attitude. He takes this 
viewpoint. 

" I am working for my own advancement 



SUCCESS IN BUSINESS 

I have the power to make my mind and body 
perform such efficient service for the com- 
pany that I will merit better rewards. I 
will get the power to obtain these rewards 
in the form of a higher position and a larger 
salary just as soon as I merit them. I am 
working for myself when I give my best 
service to my employer/' 

When his wife arranges a call, he doesn't 
sulk and passively submit, but he looks to 
see how that call will afford pleasant rec- 
reation and prepares himself to get the most 
pleasure out of it. Incidentally, he appre- 
ciates the value of friendship. 

The passive man becomes a slave to the 
social customs and habits of the class in 
which he moves. He is always playing 
** follow the leader " ; he never leads. 

When the company considers him for a 
higher position, this is the estimate placed 
upon him : " He does what he is told to do. 
He obeys orders and seems faithful to the 
concern. But he hasn't any initiative* He 
lacks l^ackbone and enthusiasm." And so 
the position under discussion goes to an- 
other. 

The estimate of this other is something 

like this : " That fellow is always reaching 

out and doing things. He not only per- 
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forms the duties assigned to him, but he 
goes about his work with a cheerful sort of 
enthusiasm. He has a masterful and con- 
fident air about him, too. In fact, he's a 
real executive." You can recognise that 
man by the estimate. He's an active. 

It's remarkable what well-directed activ- 
ity will accomplish. In fact, its rewards 
are so great that they seem out of all pro- 
portion to the effort expended. This is be- 
cause the world is made up largely of pas- 
sives, and the passives, not claiming their 
just rewards, there is more for the actives 
to attain. 

Passiveness and activity become habits. 
The passive man gradually comes to sub- 
mit to all the influences that surround him. 
He becomes the subject of environment con- 
trol. His very life is a passive thing. 

On the other hand, the active man culti- 
vates the habit of self-control and self-ad- 
vancement. In every incident of business 
that involves him, he considers the attitude 
that he should assume to help himself. Of 
course, activity can run in a bad direction 
as well as in a good, and the men who have 
accumulated wealth through questionable 
methods, in practically every case have been 
actives. The actives with whom we are 
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dealing, however, are men whose principles 
are to be honest with themselves and others 
and to think right and do right. But they 
are always reaching out, reaching out for 
more power, for new ideas, for friends, for 
opportunities, for all that is worth while. 
And this reaching-out process, slowly at 
times, but surely, brings results. 

With the expression *' active men," some 
people associate certain objectionable ag- 
gressiveness, or boisterous, bull-dozing meth- 
ods, considering " active " largely in the 
physical sense of the word. As a matter 
of fact, the most active men I know are 
quiet, refined and well-poised. Their prin- 
cipal activity is mental. The physical part 
of their work they hire done. The ideal 
active man isn't the one who can do four 
men's work, but the man who can keep one 
thousand men busy. 

We have spoken of the rewards of the 
active man, mentioning only position and 
wealth. That was because we want to en- 
large upon a bigger reward. This is the 
very activity itself. 

I know an active who directly or indi- 
rectly controls a veritable army of working- 
men. As commander-in-chief of this army, 

he plans campaigns and manoeuvres that 
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mean continuously increasing efficiency, ex- 
panding operations, developing men and nat- 
ural resources and enlarging financial in- 
terests. This man is simple in his habits, 
his desires, his life. It is with positive re- 
gret that he takes vacations, but he knows 
that his mind must have relaxation and that 
travel will give him new ideas. It is his 
activity that affords him the greatest pleas- 
ure he knows, not for the wealth it brings 
him, but for the joy of being active. 

An active enters into the spirit of what- 
ever he is doing. We have told how this 
profits him in business. When he takes rec- 
reation, his mental attitude is not changed. 
Even when it is necessary for him to have 
complete rest, which is a rare occasion, he 
doesn't submit unwillingly to that rest, but 
says to himself, " I have the will to give 
my mind and body a period of relaxation. 
It is the best thing for them, and the better 
I rest, the more favourable will be the re- 
sults. I will take my mind from my work 
and afford myself an opportunity to return 
to the best of health." At all times he is 
his own master. 

Think over the careers of the "well-known 
actives of the business world. The first, 
hardest and absolutely necessary step for 
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each of them was to master himself. That 
accomplished, he found that he could con- 
trol other men, and the leader who directs 
well his activities has a continuously grow- 
ing number to control. He remembers that 
the most valuable activity is mental. That's 
his part. There's a legion of passives ready 
to be hired to do the work he directs them 
to do. 

Some men don't know whether they're 
passives or actives ; some have never stopped 
to think that there could be such a classifica- 
tion. In some instances a suggestion may 
change a passive to an active, or inspire an 
active to greater activity. For that reason 
the experience of a former passive, who is 
now a high executive, is briefly related in 
his own words. 

" When I finished school, I went to work 
for an employer. I did as he told me at 
the shop, I did as my friends told me at 
home, and when one of the boys on the 
playgrounds would say, ' Come on,' I went. 
In fact, I guess about the only time I didn't 
feel myself under command was when I 
was asleep, and it amuses me to remember 
that I used to think the sleeping hours were 
by far the best part of the day. I didn't 
care for drink, but when I was in a group 
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and some one said, * Come on/ I went with 
the rest I never liked smoking, but when 
other fellows smoked, I smoked, too. Well, 
the man ahead of me in the shop told me of 
a dishonourable plan he had for cheating 
our employer. He didn't even consult me 
as to whether I'd enter his scheme or not. 
He ordered me to. And will you believe it ? 
I didn't refuse. I didn't accept either, for 
I was naturally decent, having had an honest 
bringing up. I told the fellow I'd let him 
know the next day. I resolved that instead 
of giving any answer I'd quit work. My! 
but I was a little coward. 

" Something happened that afternoon 
that changed my course. The fellow with 
the plan was talking with three of the other 
boys whom he had coerced into working 
with him. They didn't know I was within 
hearing, when one of the boys asked, ' How 
about Jim? ' referring to me. * Oh, he's all 
right,' answered the leader. ' He's a sheep. 
He goes with the flock. You say the word 
and he obeys it. Why, if I told him to get 
down and black my boots, he'd do it. 
That's the kind of a chap he is. You don't 
need to be afraid of him.' 

" It seems like a strange way to put it, 
but that speech was the biggest thing that 
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has ever been done for me. I stood at my 
bench with a sort of tingling sensation play- 
ing all over me. * So that's what they think 
of me, is it ? ' I muttered with my teeth set. 
Then I remembered how easily I was always 
led, and my jaw fell. ' If that's what they 
think of me, there must be some cause. A 
sheep r I repeated. * That's me. I'm just 
as meek as one, and I'm spending my life 
following commands.' You can imagine a 
resolution was forming in my very iliuch 
undeveloped brain. When the whistle blew, 
the tingling hadn't stopped, and I felt as 
though I'd have to go outside and take some 
physical exercise to work myself down a 
bit. As I stepped from the building I no- 
ticed the little group that had been talking 
about me. The leader whistled for me to 
join them. 

" * I suppose that ought to be considered 
elevating to me,' I murmured to myself 
grimly. ' I was a sheep. Now he's treat- 
ing me like a dog.' I paid no attention to 
the signal, but walked on. 

" * Come over here, Jim,' the leader called. 

" ' I'm in a hurry,' I replied. 

*' * Come here,' he shouted back in a bully- 
ing way that made me wince, but I stood my 
ground, or rather, walked on. 
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Thought you could make him shine 
your shoes/ I heard, as I continued along 
the path. 

" Then I knew the bully was running 
after me and turned to face him just before 
he and the others came up. I'm a little 
confused about the rest of it, but I recol- 
lect that he snatched my handkerchief from 
my pocket and told me to go to work on 
his boots. Who struck the first blow I 
don't know, but a rough and tumble of the 
roughest sort followed. The other fellows 
were so astonished that they didn't inter- 
fere. Finally, when I had the bully in a 
position that I could talk to him and punc- 
tuate the exclamatory sentences in a physical 
way, I gave an unusual sort of a monologue. 

" * I am a sheep, am I ? And you will 
cheat old Ferguson, will you? You can 
make me do what you like, can you? You 
will impose upon the old man because he's 
decent, will you ? * 

" Then suddenly a strange feeling made 
me pause and look up. There was old man 
Ferguson himself, greatly enjoying the 



scene. 



' Good for you, boy,' he said, * I've 
heard it all. Get up off him. With what 
you've given him and his being discharged, 
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'tis enough. His place is yours to-morrow. 
You have been a sheep, though, Jim, boy, 
but remember this, in every flock of sheep 
there's a bellwether. From this on, boy, 
be a bell-wether ! ' 

" That's the little episode that pulled me 
out of the flock," laughed my friend as he 
concluded. 

It is not enough to think right and do 
right, but also to be active, if one would 
achieve success in business. 
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CHAPTER VII 

FRAILTIES 

How often we excuse failings by the stock 
phrases, " Well, we're only human, after 
all/' and ** It's human nature to do that." 
Some people find comfort in repeating these 
conclusions after each of their mistakes. 

To other people comfort comes in the 
form of a resolution to profit by mistakes 
and not make the same one twice. 

No man can live up to the suggestions pre- 
scribed in this book. 

All men, however, can try, and the reward 
of gratification alone should be sufficient to 
urge anyone to his best effort. 

A review of our daily lives lays bare 
countless examples that illustrate the frailty 
of man. One moment he may make a 
strong resolution to do something big and 
noble. A few moments later, the slightest 
irritation that crosses him may throw his 
mind into confusion. The second irritation, 
following shortly, will often cause him to 
sulk and exclaim, " What's the use, any- 
way ? " 
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There are two harmful effects that result 
from each mental slip. The first is the 
harm done to the resolution or proposition 
in mind; the second, which is by far more 
serious, is the permanent harm done the 
mind, will and faith. 

If a man has formed a good habit, but 
through human frailty breaks it once, he 
will break it a second time with less cause 
than when he first marred it. In fact, for 
many, it is easier to cultivate a new habit 
than to repair a broken one. 

If we could only realise- in advance the 
fact that the mind and the will can find a 
way to handle irritations, scares and wor- 
ries so that they will not be irritations, 
scares and worries, we would catch ourselves 
before we go off at a tangent and almost 
instantly summon power enough to adjust 
the difficulty without confusion, embarrass- 
ment, or other mental dist'\rbance. 

The majority of men do not mean to look 
for trouble and yet false pride, stubborn- 
ness, self-consciousness and smallness, allow 
them to be completely upset by complica- 
tions they themselves admit to themselves 
afterward to be totally unworthy of recogni- 
tion. 

* 

There is probably nothing that grows 
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faster than a little mental irritation. It is 
fortunate if it can grow up into a quick, out- 
spoken adjustment; it is extremely unfor- 
tunate if it is allowed to live even in one's 
sub-conscious self. 

The sub-conscious self is almost as great 
a tattle-tale as the conscious self , and if the 
irritation is toward a man he will know it, 
if he is at all keen, because the sub-conscious 
self of his " friend " will tell him. Facial 
expressions, manners and something in men- 
tal attitude which we cannot describe but 
allude to as " chilliness," are functions in- 
fluenced by the sub-consciousness. 

" We are only human after all." That's 
the way we excuse ourselves for making 
mistakes. 

There is something in our mental life that 
is far worse than making mistakes.. That 
is, when we realise that we have made mis- 
takes, not to use every effort in our power 
to make the greatest possible atonement. If 
others are affected by our mistake, we must 
get right with them, and at the same time 
we must get right with ourselves. 

If a man irritates another intentionally 
or unintentionally by something he says, 
seeing what he has done, he should explain, 
apologise, or do what is necessary to bring 
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about a harmonious adjustment. False 
pride, stubbornness, self-consciousness and 
smallness, should not stand in the way. If 
they do, let's view the situation after the 
men have parted. 

The man irritated will allow his irritation 
to grow into something stronger in his men- 
tal attitude toward the other. Of course he 
shouldn't do this. He should smother it 
with generosity. But we're dealing with the 
average man. 

And now, let's look at the irritator. He 
is conscious of having done wrong. If he 
hadn't the courage to wipe out the irrita- 
tion before the conference ended, he will 
have the weakness to defend himself against 
the charges that his conscience is making. 
Such a predicament brings about a very un- 
pleasant muddle in his mind. 

His conscience keeps calling, " You had 
no right to irritate him, and you were a 
coward not to apologise." 

The man's dishonest self replies, " I don't 
care if I did irritate him. He deserved it. 
I was right in not making an explanation." 

Now, when the conscience pricks, man 
naturally tries to make it hurt as little as 
possible, so he throws on a cloak of suUen- 
ness and proceeds with his daily work. 
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Of all things that hinder a man from 
working efficiently, sullenness is one of the 
worst, and yet this man knows that if he 
throws it off, conscience will again prick 
him. Hence, he keeps it on. His work 
suffers. Those with whom he comes in 
contact take notice, and all in all, he is pun- 
ished far more than he seemed to deserve 
for such a little offence. 

Ah, but the punishment wasn't for the 
little offence. Had he adjusted the matter 
with his friend, his pride might have winced, 
his self-consciousness might have protested, 
but his will would have dominated. His 
friend would have said to himself, " It was 
a mean thing, he said, but he's a square, 
honourable fellow for apologising." 

The irritator, after the conference, would 
have regretted his mistake, at the same time 
taking pride in the fact that his will was 
strong enough to do right. But more im- 
portant than all this, that same will would 
have taken on enough strength to dominate 
false pride and self -consciousness with 
greater ease and more firmness the next 
time. 

An example of trivial importance in it- 
self has been cited, because the great ma- 
jority of our mistakes are made in relation 
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to trivial things. And trivial things are like 
the pennies in the proverb, " Take care of 
the trivial things and " — the big things will 
be much more easily cared for. 

Some people get the habit of saying, " We 
are only human after all," so frequently 
that sometimes they use it as an excuse for 
doing things as well as an excuse for having 
done things. The latter is bad enough, but 
the former is unworthy of any man. 

If a certain goal can be attained by what 
a man tries to make himself believe is a jug- 
gling of the situation, but what he knows 
in his heart to be dishonesty, and that man, 
after being defeated by his conscience in an 
effort to make his proposition appear right, 
says to himself, " Oh, well, another man 
would do it if he had the chance. I'm not 
a saint, anyway; Fm human." And if he 
makes that reasoning his excuse, he is a cow- 
ard and a liar, and all he needs is further 
opportunity to make him a general scoun- 
drel. 

Just think what a chance this man missed. 
The greatest gratification that the world of 
business can afford is not to win the highest 
success easily and honestly, but to turn down 
the opportunity for highest success when you 
could have it easily and dishonestly. And 
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there isn't a man in all the business world 
today who regrets having taken *he honest 
course, no matter what prize he has lost by 
so doing. 

We shouldn't attempt to excuse human 
frailties in ourselves; we should attempt to 
correct them. We shouldn't blame others 
for their frailties, but should be generous be- 
cause of them. 

Correcting our frailties is one essential to 
success and here's something strange. Few 
men are willing to systematically study 
themselves, with the idea of improvement, 
although a minute's reasoning will show the 
value. 

We all know that the less frailties we 
have, the more gratification we are to our- 
selves, and the higher the esteem in which 
we are held by our friends. 

It's a confession of weakness in char- 
acter, this common saying: "We're only 
human after all." 
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CHAPTER VIII 

LOYALTY 

Enthusiasm will be missing and coopera- 
tion will be weak in that house that lacks 
loyalty. In fact, loyalty is one of the highly 
important elements contributing to success 
by its presence or injuring business by its 
absence. 

It is easy for the executive to appreciate 
the value of loyalty to himself and loyalty 
to his house, but it is sometimes difficult 
for the minor employee to understand the 
full meaning of this quality. 

Many employees, unfortunately, believe 
that loyalty to self and loyalty to the house 
are not only distinct, but opposing elements. 
These people imagine that loyalty to self is 
obtaining the best pay and the easiest con- 
ditions for themselves. They think, and 
rightly, too, in many instances, that the 
house is opposed to paying any more than it 
has to, and that it is not interested in mak- 
ing conditions easy for its workers. 

As a matter of fact, loyalty to self and 
loyalty to the house should go hand in hand, 
benefiting both the worker and the institu- 
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tion that employs him. The company that 
complains because of lack of loyalty on the 
part of its employees should investigate 
carefully to learn if it is basing its methods 
upon this fact: 

The loyalty of an employee in a great 
majority of cases is a responsive quality de- 
pending upon the loyalty of the employer to 
him. 

To inspire loyalty in employees, the em- 
ployer should not only treat fairly those 
working for him, but should create in them 
an interest in their work and in the welfare 
of the institution. It is highly desirable to 
see that every man is given work that he 
likes, or else is taught to like his work. He 
will then naturally take an interest in it. 
This interest can from time to time be stim- 
ulated in various ways. 

One method that is meeting with success 
in many institutions is the giving of talks. 
Another is through the distribution of lit- 
erature. A popular method is awarding 
prizes for achievement. An excellent way 
in every business is inviting the employees 
to make suggestions and then giving due 
recognition to the suggestions made. 

The employer should make it clear that 

the institution is interested in its employees 
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and wants them to be happy and satisfied and 
ready for bigger opportunities. 

Business should not be the only thought 
every time an employer meets an employee, 
because that's bad business. The human 
side of every worker should be given some 
recognition, some attention. When the nor- 
mal employee knows that the institution for 
which he works takes an interest in his well- 
being, he will be a loyal employee, and in 
the institution or out of it, a loyal employee 
is a splendid advertisement and a positive 
force. 

In a good-sized manufacturing plant, an 
incident occurred that demonstrated to an 
employer the value of loyalty. It was nec- 
essary for him to leave his company for six 
months to regain his health, and the business 
was turned over to the young secretary of 
the organisation. 

When the employer returned after a half 
year's sojourn abroad, he was loth to ask 
what progress had been made during his ab- 
sence. He knew that the factory had been 
efficiently rurf under his direction and that 
the dividends of the past few years had been 
gratifying. To his surprise, however, he 
learned that the output during the six 

months he was away exceeded that of any 
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similar period in the history of the com- 
pany. He asked his secretary to account 
for the unusual showing. 

The latter evaded the question at first, but 
finally, in response to demand, told the fol- 
lowing story : 

" For some time I have noticed that, while 
our employees have been doing efficiently 
the work assigned to them, they have never 
shown a willingness to get into the spirit 
of things and work with interest and loy- 
alty. I won the confidence of one of the 
leaders, knowing he reflected the opinion of 
the other men, and finally I learned the rea- 
son why work had been going on here in a 
spiritless fashion. I'll put the reason in 
his own words. * The boss takes no inter- 
est in our welfare. Why should we take it 
in his? He pays us for what we do, and 
we do what he pays for. If he thinks we're 
no better than machines, why should we act 
toward him any better than the machines 
do? On the other hand, if he treated us 
like humans, and put a little friendliness 
into that expression that's always suspicious, 
and if he'd give us a chance to say what we 
thought, then when there's work to be hur- 
ried, we'd hurry it, and when there's extra 

work we'd get it done.' 
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" I thanked him, and the week after you 
left I called a meeting of all the men. I 
told them what a big responsibility was on 
my shoulders and that I wanted them to help 
me to make good. I asked every man who 
had a suggestion that could interest the in- 
stitution to come to my office and discuss it 
with me, and I concluded by saying, ' Boys, 
while I'm in control here, I'm going to be 
loyal to you. Will you be loyal to me ? ' 
There was a shout of * Yes,' representing 
more enthusiasm than I had ever seen dem- 
onstrated in the plant. We've had five 
meetings since then, one each month, and 
several of the boys in the plant have partici- 
pated. Well, when that big Corwin order 
came along, ten weeks ago, it didn't seem 
possible to get it through in time. I ap- 
pealed to the boys. They reassured me, and 
you know the result. That's all there is to 
it. It's just a little loyalty." 

" A little loyalty," repeated the employer 
after a long pause, " appears to be a force 
to be reckoned with. I haven't meant to 
be disloyal to the men. In fact, I've never 
given the question of loyalty any thought. 
But now that I think it over, the men 
were right. I've been exchanging pay 
for work. From now on it's going to be 
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pay with loyalty for work with loyalty." 

Many companies have tried with success 
the plan of giving to their employees printed 
slips containing little sermons. Where the 
sermons were diplomatic and interesting, as 
well as instructive, they have never failed 
to accomplish good results. In those cases 
where the printed matter has been only in- 
structive, driving its lesson in a dictatorial 
or didactic manner, the employees have gen- 
erally resented instead of respected the in- 
formation designed to help them. 

In a series of little sermons there should 
be a reasonable proportion that deal with 
generalities and with subjects that have to 
do with the lives of employees outside of 
business hours. In fact, to many who re- 
ceive the printed slips, words of suggestion 
that add to the pleasantness of life accpm- 
plish more in the way of stimulating loyalty 
than do direct educational essays. 

Numerous companies consider the pay en- 
velope the best medium of distribution of 
printed advice, but that is a matter for each 
concern to settle for itself. 

Several little sermons are given here for 
the purpose of suggestion. 
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PUNCTUALITY 

Once a man with a grip rushed up to 

the station master, shouting: 
"Can I catch the 10:20 for Boston?" 
"Yes," came the reply, "if you run 

fast enough. It pulled out two minutes 

ago 
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The next train would leave twelve 
hours later. 

Two minutes late wasn't much late. 

But it might as well have been twelve 
hours late as far as the train schedule 
was concerned. 

Punctuality has not only to do with 
catching trains. It has to do with your 
life's schedule. 

Promptness in keeping appointments, 
in reporting for duty, in performing one's 
work, is appreciated. 

Punctuality can be made a habit. 

Get the habit J 
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THOUGHTS 

Old Webster says a thought is that 
which one thinks. 

We all agree with him. 

But thoughts are more than dictiona- 
ries give them credit for being. 

They are things of which character is 
built. 

The higher grade the thought, the 
better the person. 

Once there was a clerk who was an 
industrious thinker. She thought only 
of herself, and she thought overtime and 
on Sundays. 

Once a shopper asked her what she 
thought would go well with a certain 
sample. The clerk was thinking at that 
moment of the fit of her gown and lost 
the question. The shopper thought that 
the clerk was thoughtless. Here she was 
wrong. 

She thought she would try another 
store. Here she was right. 

What's the answer? 

Think the right thing at the right 
time. 

Here's food for thought. 
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LITTLE THINGS 

This has to do with just those insig- 
nificant, trifling, not-worth-making-a-fuss- 
about details that in themselves are 

Little, but oh myl 

How they add up into totals ! 

And what a difference those totals 
make! 

A clerk added up his day's sales and 
reported $486.50. 

The bookkeeper found that it should 
have been $48.65. 

"Oh, weU," said the clerk, "I just 
got the decimal point on the wrong side 
of the 6." 

And the decimal point is only a little 
thing, anyway, and it was moved only a 
small fraction of an inch. But in this 
case it changed the total $437.85. 

Little evidences of carelessness, of un- 
tidiness, of inattention, of impoliteness, 
of tardiness, of temper, change the deci- 
mal point in the total that goes to make 
up the character. 

Do well 

The Little Things. 
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ATTENTION 

"Stop! Look! Listen!" 

That's the sign they put up at railroad 
crossings to attract attention. It is said 
that the man who invented this warning 
received a fortune for it. 

You observe it appeals at the same time 
to the mind, the eye, the ear. 

''Stop! Look! Usten!" 

There are people who look without 
listening and people who listen without 
looking. Then there are people who are 
altogeSier heedless. 

A good clerk sees and hears and heeds. 

That kind of a clerk doesn't need any 
warning. 

Inattention has cost lives and limbs 
and sales. 

"Stop! Look! Listen!" can be ex- 
pressed in one word. 

That word is 

ATTENTION ! 
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CHAPTER IX 

WORRY 

Before travelling any road it is well to 
know the ruts, the turns and the grades. 
Even a " thank-you-marm " will give you 
a hard jolt if you're motoring and don't 
expect the little rise of ground. 

Probably the worst rut on the road to 
success is worry. And yet, strange to say, 
there is no such rut really on the road. It 
only exists in the mind of the traveller. 

Worry is the most powerful obstacle to 
business success. It never was of any good 
to any man — no man doubts that — yet 
every man worries. 

The purpose of this chapter is to show 
what a destructive force worry is and to tell 
how to rid oneself of it. 

In transacting business, a man's mind 
should be clear, positive and confident. If 
he worries, this is impossible. Worry mud- 
dles the mind which, of course, prevents 
it from being clear. Worry introduces 
doubt, which prevents positiveness. Worry 
brings into play dread, which shakes confi- 
dence. A man's mental forces cannot pull 
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together for achievement while he worries. 

One worry often leads to another, and 
too many worries lead to failure. 

Let's try a concrete example. 

A man starts a store. He thinks he has 
built it by the side of the road to Success. 
Business comes slowly at first, and he wor- 
ries because it doesn't come faster. Now 
this worry takes much of the storekeeper's 
time, energy, enthusiasm and optimism, and 
when people come into the store they see 
the worry sign on his face. 

Now it's a rule that people like to deal 
with a cheerful, enthusiastic and friendly 
storekeeper. 

Coming back to the storekeeper in ques- 
tion, his worry because business isn't better 
makes him fear for his financial success, 
which causes him to cut down as far as pos- 
sible the amount of goods he carries, to be 
over-careful of his advertising, maybe to 
employ less expensive help, and so on to 
cut here and trim there. 

How does all this affect trade? 

When the customers see the worry sign 
in the proprietor's face, their confidence in 
him and in his goods is slightly impaired, 
they notice that his stock is small and that 

economy in management seems to be his 
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watchword. Tfien they go over to Brown, 
who is a cheerful, enthusiastic and whole- 
souled storekeeper, whose shop is in the dis- 
trict, — although much farther along the 
road to Success. Then Old Worry has a 
good laugh, the store fails, and its keeper 
temporarily moves off the road to Success. 

Now you're going to meet Old Worry 
soon, for we all come across him at fre- 
quent intervals, and then what are you going 
to do? 

Breakdowns are often attributed to over- 
work, when worry was really to blame. It 
isn't hard work that a man should fear; it 
is work accompanied by worry. Most men 
are capable of far more mental effort than 
they ever expend, without in the least en- 
dangering their brain faculties, provided 
there is no worry. 

A little work and a great worry may be 
the undoing of any man. 

It is unnecessary to expand the argument 
against worry. Every man knows what an 
important part it plays in business. And 
yet, few men have considered the best means 
of eliminating worry. Many men believe 
that it can't be eliminated by a systematic 
method, but must wear itself out, or live 
until it is forgotten. 
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There are three ways of driving worry 
from the mind. 

The first is, upon recognising it, to dis- 
miss it peremptorily with a " Pshaw ! I 
won't worry about that!" This method 
only answers in cases of little- worries or 
slight fears that have scarcely developed 
into worry. 

The second method is to substitute some- 
thing for the worry. For instance, as soon 
as worry enters the mind, one should turn 
his thoughts into a direction where interest 
will be so great that worry will be forgotten. 
This is a practical and sure way of dismiss- 
ing worry, provided the will is strong 
enough. However, it has a serious short- 
coming. If the worry be strong, it will 
60on return. Then comes the proposition, 
how to eliminate that worry for good and 
all. There is but one way. 

Find out the worst ! In little worries or 
big worries, as soon as the worst is known, 
the mind becomes easier and thinks with a 
far greater degree of clearness, positiveness 
and confidence. And yet, many men have 
been driven to financial ruin, many to sui- 
cide, many to utter failure in character, 
through the fear of learning the worst. 

The story is told of an Eastern bank that 
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was saved by the heroic action of its presi- 
dent who understood the value of knowing 
the worst. An employee had stolen bank 
funds and disappeared. It was not known 
how much had been taken. It would be a 
matter of days, possibly of weeks, to find 
out the exact loss. The newspapers and 
the public would have the story of the rob- 
bery within a few hours. It is human na- 
ture for the outsider to imagine things are 
worse than they really are. 

The bank president wrote a bulletin and 
had it placed on the front door of the bank. 
It carried the information that the bank had 
been robbed of $107,218.34. It told the 
capital and the surplus, which showed how 
insignificant the amount stolen was in com- 
parison. Most of the clients of the bank 
were large companies and men of big inter- 
ests, who knew that the loss of a hundred 
thousand dollars was no reason that their 
faith should be shaken in the institution. 
The number of depositors who withdrew 
their savings on account of the robbery was 
very small, and business went on as usual. 

Had there been any doubt as to the ex- 
tent of the loss, there would have been a far 
different story to tell. Rumour would have 
exaggerated conditions, and it is more than 
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likely that the heaviest depositors would 
have withdrawn their money and seriously 
crippled or wrecked the institution. As it 
was, the presence of mind of one man saved 
the day. He knew that if worry was to 
creep out among the bank's clients there 
would be disaster. He understood that 
when a man knows the worst, provided that 
is not too bad, he will not worry. 

This story is not intended in any way to 
concern the ethical justification of the bank 
president's act, but merely to indicate how 
valuable it is to know the worst. 

When one knows the worst he easily finds 
a way of procedure to make conditions bet- 
ter. 

Of all the hindrances on the road to suc- 
cess, worry is the most difficult to over- 
come, and yet, by following the three sug- 
gestions for its elimination the number of 
worries may be cut down and their force 
may be to a great degree diminished. 
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CHAPTER X 

IMAGINATION 

Imagination is one of the most fascinating 
as well as valuable qualities that can be used 
in advancing a business. It is an absolutely 
necessary quality in an inventor and a bus- 
iness leader. To imagination is largely due 
the tremendous progress that is being made 
in the industrial and commercial world to- 
day. 

To many people imagination is a quality 
that opposes practicality. This is a great 
mistake. Of course there are people who 
imagine the impractical, the impossible and 
the foolish. But a few moments* consid- 
eration will show the great usefulness of 
the imaginative mind in business. 

The most forceful demonstration of this 
fact that I know is the following story told 
me by the proprietor of a printing house. 
I asked him to what he attributed the un- 
usual success with which he had been meet- 
ing during the past three years, and he 
promptly answered, " To imagination." 

I expressed my curiosity as to how imagi- 
nation was used so effectively, and he en- 
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tered at once into a most interesting explana- 
tion. 

" A little over ten years ago," he began, 
" I assumed control of the house, and for 
about five years I was able to build up profits 
that showed a slight annual increase. The 
next two years the earnings remained prac- 
tically unchanged. I studied the situation 
seriously. I investigated my men, my 
equipment and my plans, hoping to find some 
^department where efficiency could be raised 
and profits increased. But my investiga- 
tions seemed futile. The house travelled 
along at just about the same pace. One day 
I sat in my office alone, thinking and think- 
ing and thinking, with the hope of finding 
a solution. It is one of my beliefs, you 
know, that thinking long enough will always 
get you somewhere. 

"And then, suddenly, these thoughts 
came to me. * First, it is possible to increase 
the profits ; second, even if I can't do it, an- 
other man could/ 

" Then I imagined that I dropped out of 
the concern and that my successor was a 
man who could increase the earnings. 
I imagined him as a man having any good 
points that I may have had, without 
my weaknesses. I have always been given 
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t# worry when a very important 
order is being filled. I imagined my suc- 
cessor was a man without worry. And so 
I went on, picturing him in my mind as an 
ideal manager in every way. Then I imag- 
ined that he went out into the press-room 
to look things over. 

" He said to himself, * I understand that 
my predecessor made the most out of things 
according to the way he ran them, but he 
always worked witiiout imagination. In 
fact, imagination came into the establish- 
ment when I came. It brought a better 
manager than the former one, and now it is 
going to mean better men all through the 
house.' . 

" * I've got it,' I cried, and I jumped to 
my feet to take advantage of the suggestion. 
' I am going to be as nearly as possible that 
ideal manager through the rest of my 
regime.' 

"I went out into the press-room and 
called the foreman into my office. 

" * How can we increase efficiency in your 
department, Thompson ? ' I asked. 
I can't imagine,' he replied. 
If you can't imagine,' I warned him, 
* there's no place for you in this establish- 
ment' 
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" He looked at me askance. 

" * Ain't I watching the men and the ma- 
chinery and looking after everything that's 
going on in a satisfactory manner?' he in- 
quired. 

" * Yes,' I replied, ' but you've been here 
long enough to imagine ways of doing 
things better, of making improvements. 
Come, haven't you? ' He half -willingly as- 
sented. * What do you imagine could be 
done to get more work out of the men 
and machinery, without unfairly taxing 
them ? ' 

" He smiled. 

" ' Why a system that would let me stay 
at my desk and keep track of things while 
I'm working there,' he answered. * I spend 
altogether too much time in going around 
to see if the men are keeping the machines 
and presses busy, That hurts my more im- 
portant work at the desk.' 

" ' Could such a system be devised, 
Thompson ? ' I asked. 

" ' I think so,' he said. * In fact, six 
months ago I sketched out a plan.' 

" ' Why didn't you show it to me ? ' 

" ' It would cost over fifteen hundred dol- 
lars to install, and I didn't suppose you'd 
want to go to the expense.' 
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Bring the plans here to-morrow, 
Thompson.' 

" He did as he was told, and we worked 
together with the assistance of an inventor 
and an electrician for two months, perfect- 
ing Thompson's scheme. 

" The day after the interview I described, 
I called the foreman of our composing- 
room into the office and asked him if he was 
employing his imagination in an attempt to 
increase efficiency. Like Thompson, he was 
surprised at my question and answered with 
a negative. Before the conference ended, 
however, he admitted that he imagined two 
improvements might be made. The first 
meant building a high platform, upon which 
he could sit at his desk and watch all that 
was going on in the room ; the second con- 
cerned a tube to be run into Thompson's of- 
fice on the floor below, so that the exchange 
of copy, proofs and messages could be facili- 
tated. 

" Then I called the other men, typesetters, 
pressmen, bookkeeper, office boy, et al., one 
at a time and quizzed them as to their imagi- 
nations. Some of them seemed surprised to 
find out they had imaginations. All of them 
admitted that they had never been in the 
habit of using imagination. A few, like 

125 



SUCCESS IN BUSINESS 

Thompson, and the foreman of the com- 
posing-room, confessed they had imagined 
improvements, but through fear I would 
not adopt them, never disclosed their ideas. 
Most of them had no suggestions to offer, 
but all agreed to employ their imaginations 
in the future, as I promised to pay for every 
suggestion that proved worthy. 

" We are now using Thompson's system, 
which I figure has more than paid for itself 
in three years. The foreman of the com- 
posing-room sits on his platform and directs 
what we believe to be the best department 
of its kind in the city. There have been a 
half dozen other improvements installed as 
the result of the imaginings of the other 
employees, one of them, by the way, my sten- 
ographer. In each case I paid a good price 
for the suggestion and, as a result, I have a 
force that for alertness and co-operation 
can't be beaten." 

My friend's story showed how two great 
improvements in his business had been im- 
agined by employees who did not tell their 
ideas imtil urged to do so. This, of course, 
was largely their fault, but it was also owing 
to the mistake of the proprietor who pre- 
viously failed to encourage suggestion. How 

many employers are making the same mis- 
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take in all kinds of trades throughout the 
country to-day? 

The story shows further that an imagi- 
nation in itself is of little material use. It 
must be coupled with judgment and practi- 
cal activity to make it a business asset 
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CHAPTER XI 

OBSERVATION 

Observation is a faculty which, if ear- 
nestly developed, will aid in the business ad- 
vance of either an employer or an employee. 
It will also lend interest to life in general, 
and will sharpen one's mental attitude. 

The observant employer sees where exist- 
ing conditions in his factory or store should 
be changed. He observes the characteristics 
of his men, knows whom to advance, whom 
to encourage, whom to move from one de- 
partment to another. He notes where waste 
of time, labour or material is cutting down 
efficiency. Observation is a necessary qual- 
ity in a detective, and an observing employer 
uses it in discovering such criminals as 
waste, laziness, opposition and others that 
rob the plant of profits. Outside of the 
factory walls the observation qf a hugh exec- 
utive is most important. It will tell him 
what his rivals are doing and what public 
opinion is developing toward his own con- 
cern. In fact, it aids him in discovering 

the true value of conditions that relate to his 
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business. Of course, observation is not in 
itself sufficient. It merely is becoming cog- 
nisant of things through the senses. Then 
should follow deduction, or the interpreta- 
tion of the things observed, and lastly action. 
The employee should cultivate observation 
as a trait that will help him to become ef- 
ficient in his present work and will aid him 
in his effort to obtain a higher position. 

And yet the great majority of workmen 
are wofuUy lacking in observation. 

The manager of a machine shop told me 
an interesting episode, illustrating the value 
of observation as a quality to be practised by 
an employee. 

" A young German was operating a ma- 
chine in my shop, several years ago,'* he said, 
"and while he seemed to be the most in- 
dustrious, willing and obedient man in the 
establishment, nevertheless he turned out 
less work than any of his fellows. I 
couldn't understand the reason until I stood 
by and watched him work for more than an 
hour. Then I observed that he was very 
clumsy in the way he handled his machine. 
He seemed to have no knack about him. 
He made far too many motions, and he 
lacked system in all that he did. Then I 

observed the man next to him. He was a 
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fellow given to soldiering occasionally, but 
when he worked he was an expert, in fact 
the swiftest machinist in the shop. There 
was a strange contrast between the methods 
the two men used. I called the young Ger- 
man into my office at noon and had a talk 
with him. 

" * You're not turning out enough work, 
Carl,* I said. Disappointment shone in his 
face, but he said nothing. ' Why don't you 
turn out more work ? ' I asked. 

" * I don't know,' he replied^ 

" ' How is it that Fred can turn out half 
again as much as you ? ' 

" ' I don't know.' 

" ' Did you ever try to find out ? ' 
I mind my own business.' 
That's a very good policy in some 
cases,' I agreed with him, ' but it won't do 
for all the time.' Then I took him into the 
shop, stationed him behind Fred's machine 
and told him to stay there all the afternoon 
and then report to me. When the whistle 
blew he came to me with a smile on his face. 

" * I know why I do not turn out enough 
work,' he said. * It is because I have not 
run the machine right.' 

" * Very well,' I said. ' I guess you've 
learned your first lesson in observation. 
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Now, I want you to report to me every time 
you observe anything in this factory that 
isn't as it should be as far as methods are 
concerned/ 

" It was about a week later when Carl 
stopped at my office after work. * If you 
please/ he said, * I have a report from ob- 
servation/ 

" Then he went on to explain. * I see 
Charlie and Jim do not run their machines 
like Fred/ he smiled, * like Fred and me, 
now. I think you should give them the 
same lesson in observation you gave me. I 
find the material we are working with is 
not handy for us. It is too far from the 
machines.' He showed me a drawing. 
* This way I think would be better. I learn 
that I can do the same work all day at the 
same speed. Fred is nervous. He does 
better when you give him one work in the 
morning, another in the afternoon. I ob- 
serve,' he paused and grew red. 
All right, Carl, what is it ? ' 
Beg pardon, sir. Maybe I should not 
say it, but I observe that the men do much 
better work for you when you are friendly 
with them, as man to man, than when you 
scold. Last week you are friendly. You 

say, ** Good-morning, boys ; " you praise 
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Charlie for the model he makes ; twice you 
wish us a good-night, and you lend Jim a 
book. We all work for you very well last 
week. This week I believe something go 
wrong with you. You scold Charlie and 
find fault with Fred, although you do not 
tell him for what. There are no good- 
mornings, no good-nights. I mean to mind 
my own business, but you ask for my ob- 
servation. We boys loaf this week, sir. 
I think that's all.' 

" I thanked him and made the most of 
his suggestions. From time to time, he 
came in with new observations, some of 
♦them of no particular use, but enough of 
them practical to make Carl the most val- 
uable man in the shop. What recalls the 
story is the fact that he came to see me yes- 
terday afternoon. He's foreman of one of 
the biggest machine shops in the West now, 
and he dropped in to see me while on a 
business trip to this city. 

" You can imagine I was pleased when he 
recalled his first lesson in observation, and 
smiled as he concluded, *And yet, I still 
know how to mind my own business.' 
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CHAPTER XII y 

ENTHUSIASM 

Ralph Waldo Emerson said, "Nothing 
great was ever achieved without enthusi- 
asm." 

Consideration will show that this state- 
ment holds true in achievements in art, lit- 
erature, statesmanship, war, or business. 

Many men who combine a fair amount of 
business knowledge with enthusiasm experi- 
ence success in far greater degree than men 
possessing broader knowledge but who are 
lacking enthusiasm. 

In some men enthusiasm seems to be an 
innate quality; in others it is a cultivated 
quality. 

In business, enthusiasm is one of the most 
desirable personal assets. In the first place, 
through enthusiasm a man may love his 
work. In the second place, it will aid him 
in achieving whatever goal he has set for 
himself. 

Work without enthusiasm is drudgery; 
work with enthusiasm, delight. 

The source of the word is the Greek 
" enthusiasmos," meaning inspired, and it 
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still carries with it the underlying suggestion 
of inspiration., The generally accepted defi- 
nitions are " ecstasy, fervour of soul and 
ardent zeal or interest." 

Enthusiasm influences many phases of 
business. It strengthens the links in the 
chain of co-operation. The retailer is at- 
tracted to the enthusiastic manufacturer and 
the manufacturer to the enthusiastic retailer. 
The store prefers enthusiastic clerks, as a 
clerk prefers to work in an enthusiastic store. 
The public likes to patronise a store where 
enthusiasm in the form of courtesy, interest 
and helpfulness, is manifested. 

Enthusiasm sells goods. A leading mer- 
chant told me recently that one of his chief 
functions is inspiring enthusiasm in his 
travelling salesmen. " First I give them all 
the information they need," he said ; '* then 
I pump them full of enthusiasm. And when 
I see that the spirit is beginning to die out, 
I call them home and then I pump again." 

Enthusiasm in advertising will often sell 
goods before people enter the store. The 
advertisement that is most successful in at- 
tracting attention, in creating desire, and 
particularly in convincing its readers, is the 
advertisement that carries the spirit of en- 
thusiasm. 
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* An advertisement may be honest and ful- 
fil the generally accepted rules regarding 
size and style and type, but it must have the 
enthusiasm of an enthusiastic adv^ising 
man, associated with an enthusiastic store, 
if it is to reach the highest degree of effi- 
ciency. 

Enthusiasm is contagious. If the head of 
the house is enthusiastic, other members of 
the establishment will catch his enthusiasm. 

To attain success, every executive should 
do his utmost to inspire his associates with 
enthusiasm. To do this he must first stim- 
ulate their interest and then develop in them 
the spirit of loyalty. Upon a foundation of 
interest and loyalty it is easy to build en- 
thusiasm. 

As the late Charles Battell Loomis said: 
" With all your gettings, get enthusiasm. 
And when you get it, spread it ! " 

It was Professor Henry Churchill King, 
the eminent educator, who said, " That 
which is not expressed, dies." This is par- 
ticularly true of enthusiasm. 

If a man enjoys a play and tells about it, 
the outward expression contributes to his 
happiness. If he reads an article that 
pleases him and writes the author to tell him 
so, it pleases both of them. 
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The. more enthusiasm a man cultivates in 
himself, the more he will have to invest in 
his business, and enthusiasm is an invest- 
ment that pays dividends. 

One trouble with a great majority of men 
and institutions that are falling behind the 
procession, is the lack of enthusiasm. 

Many readers will recall the grind at 
school, the " shark," who stood somewhere 
between ninety-eight and one hundred in 
every examination, whose honesty was above 
suspicion, who was never tardy, never ab- 
sent, and who in every department of the 
curriculum was everlastingly efficient, but 
who was never on hand to answer "pres- 
ent " when the roll was called in the other ac- 
tivities, the athletic games and all the phases 
of school life that called for spirit and nerve 
and manliness. That grind was efficient iij 
his way, but after he graduated into the 
big game of life, unless he had enthusiasm 
in his makeup, he wasn't able to "make 
good." 

And in like manner, there are many com- 
mercial houses that practise honesty and un- 
derstand to a considerable degree efficiency, 
but through a lack of enthusiasm are weakly 
struggling along in wobbly competition in 

the ruts on the road to success. 
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Enthusiasm alone is a dangerous quality. 
To be of practical use it must have a balance- 
wheel of common sense. 

The following little fable is intended to il- 
lustrate the methods of three men, the dom- 
inating quality of the first being enthusiasm, 
of the second conservatism, of the third 
worry. 

IT can't be done 

How Adams knew about the hidden 
treasure makes no difference. 

Why he was unable to go in search of it 
himself is a matter of no concern. 

What the treasure really was need not be 
disclosed here. 

This is the story. 

Adams summoned three men, whom we 
will call Smith, Brown and Jones. He said 
to them : "I know of a great hidden 
treasure. I know of three ways of ap- 
proaching it. I have here the papers and 
maps that will tell each of you how to reach 
it. The ways wijl all have obstacles. To 
the man who brings back the treasure, I will 
give one-half for his reward. These papers. 
Smith, are for you." 

The man named stepped forward briskly, 
energetically placed the package in his 
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pocket and beaming with enthusiasm, said 
confidently, " Thank you, sir, for the oppor- 
tunity. I'll get the treasure." 

Adams smiled and turned to the second 
man. " These papers. Brown, are for you." 

The man named stepped forward delib- 
erately, carefully placed the package in his 
pocket and, overcoming his apprehension, 
said discreetly, " Thank you, sir, for the op- 
portunity. I will try to get the treasure." 

Adams smiled and turned to the last man. 
" These papers, Jones, are for you." 

The man stepped forward timidly, nerv- 
ously placed the package in his pocket and, 
quivering with excitement, said timorously, 
" Thank you, sir, for the opportunity. I 
hope I may find the treasure." 

Adams smiled again, and the three men 
departed, each hoping in his own way to win. 

Smith considered the proposition. 

Half the treasure," he said to himself. 

A splendid prize, but aside from that, the 

element of competition, the test of my nerve, 

ability and enthusiasm, and the experience I 

will gain, make the journey worth while. 

You must not only get there, but you must 

get there first. Let's see. Are you ready? 

A matter of a few hours. Most important 

of all, how about your mental attitude, old 
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man?" He slapped himself on the chest. 
" It's all right. Take no chances. Read 
over that bunch of rules you've laid out for 
yourself, and then it's to be energy and push 
until half that treasure is yours." 

He took from his pocket-book a neatly 
printed card and hastily read it through. 



ENTHUSIASM 

Enthusiasm is necessary to the achieve- 
ment of great deeds. 

Enthusiasm discovered America, led to the 
Declaration of Independence and made the 
United States the greatest Nation in the 
world. 

Enthusiasm was a dominant quality in Alex- 
ander, Hannibal, Caesar, Napoleon, Wash- 
ington, Lincoln and in all leaders of men, 
whether statesmen, generals or men of busi- 
ness. 

People immune to enthusiasm are human 
wet blankets. Job's comforters and the cheer- 
up-the-worst-is-yet-to-come crowd. 

"Merit begets confidence; 
Confidence begets enthusiasm; 
Enthusiasm conquers the world ! " 

— Cottingham, 



. 



Brown coolly considered the proposition. 

" Half the treasure ! " he said to himself. 
" What a splendid goal ! It should be in- 
centive enough to lead me on in spite of the 
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terrible drudgery I must face. I must pro- 
ceed with caution. Prudence may get me 
there slowly, but it will get me there surely. 
I will deliberate to-morrow about my plans. 
Then I will study the maps and know my 
route by heart in case I should lose my 
papers. I will attempt to guard against 
every obstacle in advance, as I can see this 
will be a long, hard, wearisome journey." 

He took from his pocket a slip of paper 
and studied it. 



BROWN'S RULES 

Be prudent. 
Haste maketh waste. 
Forewarned is forearmed. 
Let well enough alone. 
Delay is better than failure. 
Wait to see how the cat jumps. 
Never reckon without one's host. 
Alwajrs count the cost before you move. 
Be sure you are right, then go ahead. 
He gets through too late, who goes too fast. 
In every enterprise consider where you 
would come out. 



Jones would have considered these rules 
admirable. Smith would have laughed and 
said : " They need ginger ! " 

Jones nervously considered the proposi* 

tion. 
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Half the treasure/' he said to himself* 
a splendid prize, but I doubt if any of us 
can reach it. I wonder if I'd really better 
go. I'm afraid there is little possibility of 
success. But if I didn't go, I fear Smith or 
Brown would come back with the treasure. 
Then I would be a laughing-stock, regretting 
my life out that I hadn't gone. The journey 
will be one of danger, privation and discour- 
agement, and yet there is the chance of earn- 
ing great riches. After all, I'm afraid my 
best course is not to back out, but to pro- 
ceed. I must take heart and study the rules 
I am to follow." 
He opened his note-book and read : 



JONES'S RULES 

Trust not easily. 

Deliberate with caution. 

Look before you leap. 

Pick your steps carefully. 

Don't be carried away by enthusiasm. 

See how the land lies before you advance. 

He who carries too much sail ntay come to 
grief. 

Rashness is the faithful but unhappy parent 

of misfortune. 

Be not deceived, but look with your own 
eyes. 

Beware of an adventurous spirit; it may 

lead you astray. 
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Brown would have considered these rules 
excdlent Smith would have laughed again. 

A month later Smith was in trouble. He 
had made great progress, but his enthusiasm 
had led him into a mistake. 

This is tough/' he said to himself. 

I'm up against it." He frowned and 
clenched his hands. Suddenly a smile crept 
over his face, and he stretched his arms high 
above his head. His smile broadened and 
he slapped himself on the chest. " Buck up, 
old boy," he said. " Where's your enthusi- 
asm? You're not going to be downed by 
your first reverse, are you? Why, hang it 
all, this little obstacle is the first real chance 
for happiness you've had on your blooming 
trip. It makes the game worth while. 
Things have been going too easy with you. 
Your enthusiasm has been pulling you too 
fast. Why, this journey has been like a 
football game where your opponents let you 
run all over them. The sport has almost 
been knocked out of your adventure. Good 
gracious, man, you haven't become so small 
that you can't see anything beyond that 
treasure ? Don't you ever let a set-back hurt 
your spirit again ! A good, clean, healthful, 
enthusiastic spirit is worth more than all the 

treasures of the land and the sea combined. 
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This little trip has added to your experience, 
and it should have taught you something. If 
it has, make a note of it." 

He drew pencil and pad from his pocket 
and wrote : 



WHAT EXPERIENCE HAS 
TAUGHT ME 

The success of any project depends upon 
efficiency in planning and enthusiasm in 
executing. 

Enthusiasm is an investment whose divi- 
dends are achievements. 

Enthusiasm is contagious. 

Enthusiasm needs a balance-wheel called 
common-sense. 

There is nothing like enthusiasm for a 
cheer-up tonic. 

Enthusiasm can put to rout the whole army 
of pessimism. 

Somebody says that the doors of oppor- 
tunity are marked " Push " and " Pull." Let 
me add that enthusiasm goes through '' Push " 
and graft through " Pull ! " 



Up to the day that Smith found himself 
in trouble, Brown was complimenting him- 
self because he had not yet met a single re- 
verse. 

But Brown had not gone far. 

" You are making progress," he sjiid to 
himself. " And if you continue to proceed 
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with great caution, you may win the 
treasure. Smith and Jones may be making 
greater speed, but Smith's optimism and 
Jones's pessimism will undoubtedly lead 
them into difficulties. I will deliberate care- 
fully before each step and then proceed with 
vigilance and discretion. Never must I be 
found imprudent or uncalculating. I must 
remember that the prize is greater even than 
the hardships I must endure, and so I will 
go on and on and on, always with caution." 

On the same day, Jones was debating 
whether to go forward or back. So far he 
had proceeded without serious interruption, 
but his nerves were beginning to wear under 
the strain of the fear that was always upon 
him. 

" I am afraid to go back," he said to him- 
self, " because they would laugh at me. I 
am afraid to go forward, because I do not 
know what dangers are lurking in my path. 
And yet, I am no coward." 

Poor Jones knew not that the man who 
is too cowardly to admit his cowardice, even 
to himself, is the greatest coward of all. 
And so he said to himself, " I am no 
coward." 

At last Jones summoned up all of his nerve 

that remained and said to himself, " I will 
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go on and on toward the treasure, although 
I'm afraid I'll never reach it." 

Some months later Adams was busy at 
his desk. 

There was a rap on the door. 

" Come in/' he called. 

The door opened. Smith entered and 
laid the treasure on the table. 

"Congratulations/' said Adams. "But 
how did you contrive to get it so soon ? " 

Smith's face beamed. 

" With enthusiasm." 

There was another knock on the door. 

" Just step in there/' said Adams, as he 
indicated an open door to Smith. Then he 
called, " Come in ! " 

The door opened and Brown, stolidly, and 
Jones, timidly, entered together. 

"Well?" said Adams. 

There was a pause. 

Then the two men answered together : 

" It can't be done." 



Enthusiasm, to become most valuable, 
should be accompanied by conservatism. 

Many people consider enthusiasm and 
conservatism as opposing elements, impos- 
sible in the same man. This, however, is 
not true. Many of the best business men 
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are conservative' in buying, in selling, in 
estimating, in fact, in all the fundamentals 
of their business, and yet, the spirit of their 
enthusiasm in their methods and manners 
permeates their establishments and carries 
them over the road of progress to success. 

Conservatism should intermingle with 
enthusiasm in planning, while enthusiasm 
should be the dominating element in ex- 
ecuting. 

True conservatism is a virtue, but true 
conservatism does not mean passiveness or 
pessimism. It carries the idea of sound 
judgment tempered with caution. It is de- 
sirable that on every board of directors and 
in every business meeting conservatism 
should play as important a part as en- 
thusiasm. 

I have an acquaintance who is popularly 
known as an enthusiast. He has a hale, 
hearty, confident, bubbling spirit that be- 
comes the life of every proposition he en- 
ters. His courage in business matters leads 
him into undertakings that most men would 
not dare to enter. In fact, I heard a man 
say, " He's reckless and only succeeds 
through his nerve in going into things, and 
his luck in getting out of them." 

.When this charge was made my friend 
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had a ready defender who said, " You're ab- 
solutely wrong in your estimate. Reckless- 
ness and luck have nothing to do with his 
success. He is the most conservative man 
in figures and plans I have ever known. 
Ask him for an estimate. You'll find he's 
always on the safe side. Offer him a pro- 
mising proposition that smacks of lottery. 
He'll shun it like a plague. He's a conserv- 
ative planner and an enthusiastic doer ! " 

That last description fits many men who 
are travelling swiftly in the right direction 
and enjoying the journey. 
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CHAPTER XIII 

THE MAN WE LIKE 

Dm you ever notice that some travellers on 
the road to success are occasionally given a 
lift? By that is meant that they are helped 
along by other men who have more power. 
The help usually consists of affording an op- 
portunity, but does not mean that the ben- 
efited traveller has his work lessened. In 
fact, it generally means that he has to work 
harder to keep up the requirements of his 
new opportunity. 

In such cases, and they are frequent, the 
outsider merely says, " Well, young So-and- 
So is lucky. Things come to him without 
his trying for them. But that's the way the 
prizes are divided up in this world.'* 

The outsider in this sort of an estimate is 
right so few times that we can disregard 
them as exceptions. A careful examination 
of the situation will find that young So-and- 
So received his lift largely because of his 
personality. By this is meant that he was 
likable, and his personality was attractive. 
But the outsider would say, " That's no 
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credit to him. It was his nature to be so. 
A man shouldn't be helped because of his 
personality. Only his efficiency should 
count." 

There the outsider is wrong again. 

A young man does deserve credit for be- 
ing likable and for having a personality that 
attracts. He has worked and worked hard to 
build up such a personality, and he deserves 
the reward he gets for that work. Now, 
when he was forming his habits and making 
of himself a man that his fellowmen would 
like, he may never have had financial or busi- 
ness returns in his mind. It may have been 
simply the manly spirit of making the most 
of himself that dominated. He may have 
had in mind the fact that he wanted to be a 
credit to his family, but whatever it was, it 
was a decent thought that impelled him, and 
it was by hard, persistent efforts that he de- 
veloped his personality until he received the 
lift that was a direct reward. 

This lift, by the way, was only a very 
small part of his reward, for no financial 
payment can compare with the consciousness 
of being jpopular, a likable man, with a per- 
sonality that attracts. However, it's a rather 
satisfying feeling to know that to make 
oneself likable, agreeable, S3mipathetic, will 
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bring not only mental gratification but some- 
thing more substantial. 

At the same time, this fact should be re- 
membered : it's easier, more satisfactory and 
safer to try to become popular or likable for 
oneself rather than for one's pocketbook. 

I attended a meeting of the best business 
men of a large city not long ago and heard 
them discussing candidates for a certain po- 
sition. There were only three out of nearly 
a score that the process of elimination didn't 
drop during the first half hour. And then 
one of the three fell by the wayside because, 
while his efficiency was admitted, no one 
seemed to know him well personally. Sev- 
eral had dealings with him, but they were 
unwilling to say that they knew him, and he 
was dropped. 

That left two candidates. Their records 
showed that the older man had far more ex- 
perience and that success had always 
crowned his efforts. On the other hand, the 
younger man had but recently started on the 
success road. His experience was limited, 
but his training had been good, and he had 
one quality that had kept him in the contest 
until the finale. That was personality. 

The oldest man present gave his opinion. 
" There's no doubt about Blank's ability," 
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he said, " but somehow or 'other, he never 
impressed me favourably. But I like this 
boy. He's clean-cut and enthusiastic and al- 
together likable. My experience is that a 
chap like that piretty nearly always makes 
good. He's got personality and character, 
and all he needs is opportunity. I'm in fa- 
vour of giving him that." 

There were only two others that spoke, 
and they both used the expression, " I like 
the boy." 

He got the job. 

Now there are lots of men, particularly 
the young men, who have recently entered 
the success road, that are under considera- 
tion. If it's a job for an automaton, it 
doesn't make much difference, but if the po- 
sition is one that is to bring the young man 
into contact with other men, to report to 
them, to talk with them, to attend their meet- 
ings, then the element of likableness is one 
that always dominates, all other things being 
equal, and frequently dominates even when 
other things are not equal. 

It pays to be liked> and one likes tor be 
paid. 
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SELF-CONTROL 

The upbuilding and strengthening of char- 
acter concerns not only the improvement of 
character qualities, but the management of 
them. A man should be able to introduce or 
withdraw his moods at will, or in other 
words, practise self-control. 

A man can plan a project that he can carry 
through by means of enthusiasm, but if he 
allows discouragement to take the place of 
enthusiasm, the result is failure. 

A mood is a very important element. No 
matter in what mood one is, even be it well- 
founded grief, this mood can be deliberately 
put out of the mind and a substitute brought 
into its place by will. 

When in conference with others on busi- 
ness matters one should will out of the mind 
every mood that will hurt that conference. 

He shouldn't believe for a moment that 
only he knows the mood is there. It will 
manifest itself to his detriment every time. 
He can't drive out a mood by wishing it out ; 
he must will it out, and by willing it out 
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means that one must bring in another mood 
to take its place. The will can be made the 
master of all the moods. Then a man with 
the blues isn't only grumpy; he is weak- 
willed. 

If a man can will moods of happiness, 
courage, confidence to himself, why doesn't 
he? 

Some men do. Many times. 

Some men have never tried. It certainly 
is worth trying. The first trial will result in 
success if the will is strong enough. After 
the first success, each succeeding trial should 
result in easier success, for practice makes 
the will stronger. 

I know a man who felt blue because he had 
to give up a long automobile trip toward 
which he had looked forward with anticipa- 
tion. He had important work to do when 
the announcement of disappointment came. 
He needed optimism in this work. Blues 
fight optimism. The man knew he must 
overcome the blues. It took him a minute 
and thirty seconds by the watch. He made 
a practice of such stunts and kept track of 
them. He timed himself, because that gave 
him a tangible sort of gratification. It's a 
good plan to make all one's gratifications as 
tangible as possible, because we are human, 
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and humans like tangible things because they 
can better understand them. 

This is what the man did. He concen- 
trated, and his thoughts ran as follows: 

" The trip is off. I cannot change that 
fact. I want power to control my moods so 
as to make the best of it. Disappointment is 
unpleasant to feel and pulls one down in 
spirit and efficiency. I need spirit and effici- 
ency in the work I am about to do. I'm 
stronger than disappointment, and I'm sensi- 
ble enough to know that gratification in do- 
ing what I am about to do is worth more to 
me than sorrow over the past. Good-by, 
disappointment, you're going. Now I feel 
interest and enthusiasm in what I am about 
to do. I'm ready." 

He drew a long breath, looked at his 
watch and smiled. 

Fifteen minutes later, when he was the 
dominating spirit, carrying a high hand in 
a little group of business men, no one would 
have suspected that our friend had recently 
been disappointed. Our friend himself had 
forgotten it until the conference was ended, 
and then something happened that nearly al- 
ways happens in similar cases. 

The man said to himself, " I guess it was 
a good thing that automobile trip was called 
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off, after all. I see reasons now why I 
shouldn't have gone, anyway." 

The man smiled again, for he knew that 
the best finish to every proposition is a smile. 

Self-mastery is a highly important ele- 
ment in the attainment of success in business 
and success in life. 

Through self-control one can strengthen 
character, increase influence and obtain hap- 
piness. 
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SMILES 

Smiles are shock absorbers that help one to 
ride comfortably over the ruts of business 
on the road to success. 

Few people realise the true importance of 
smiles ; otherwise, more people would smile. 

From the head of an establishment to the 
least important employee, smiles have values 
that make them well worth cultivating. An 
employer's smile helps to convey to the out- 
side world the impression that he is success- 
ful in business, and that impression counts 
materially with his business relations. To 
those whom he employs, the employer's 
smile aids in creating enthusiasm, stimulat- 
ing loyalty and, hence, strengthening co- 
operation. The smile of a clerk has much 
to do with making sales. The smile of a 
purchaser may gain especial attention from a 
clerk. 

By these allusions to smiles, let there be 
no misunderstanding as to the kind of smiles 
meant. These are the smiles of pleasant- 
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ness, of human sympathy, not surface 
grimaces, nor meaningless facial contortions, 
nor vain and self-conscious posings. 

Real smiles are born of pleasant disposi- 
tions; they are the advertisements of opti- 
mistic mental attitudes. 

Facial play has never been given the at- 
tention it deserves as a business asset. 
Moving pictures have done more along this 
line than anything else, and many of the si- 
lent actors are so skilled that their expres- 
sions convey to the audience the speeches 
they are supposed to be making. 

Some salesmen successfully use the right 
smile in the right place to re-inforce an argu- 
ment. 

Singers, unable to reach a high note, often 
conceal the fact by the use of an engaging 
smile. 

Every intelligent smile says something. 
It also denotes an emotion. 

Not the least important smile is the one 
expressing appreciation of the amusing hap- 
penings of everyday life. Many men forget 
that there is such a thing as the light touch 
in business. To these men business is a 
continuously serious proposition, — not a 
game, but a battle. As a matter of fact, 

there are amusing things happening all the 
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time and bringing enjoyment to those who 
see and appreciate. 

The man who gets out of the habit of 
smiling, gradually becomes a grouch. Here 
is the fable of the grouch : 

Once there was a man who said : " I don't 
like the work I have to do. If I could only 
have work I'd like to do, I'd put some heart 
into it." 

So he gave up his position and sought oc- 
cupation elsewhere. 

It was not long before he again began to 
complain. 

" I don't like the people I have to work 
for," he said. "If I. could only work for 
people I liked, I would work with a will." 

So he gave up this position also, and once 
more sought another occupation. 

In a short time he was at his old job of 
complaining. 

" I don't like the way they do things in this 
place," he said. " If I could only work where 
they do things as I'd like to do them, I'd stick 
to my place." 

Once again he gave up his position and he's 
still looking for the kind of work he'd like to 
do, for pjeople he'd like to work' for, in the 
manner he'd like to work. 

But he'll never find it. 

Moral : Don't be a grouch ! 
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The man who doesn't smile, assumes a 
pessimistic attitude toward business, life and 
his fellowmen and naturally draws upon 
himself the unsympathetic attitude of the 
world. 

The man who smiles at the dictates of his 
heart finds joy in life, in work and in his 
fellowman^ and the world smiles back at 
him. 
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CHAPTER XVI 
CAPITAUSB 

'* Capitalise '' — a word, the breadth of 
whose meaning is but little appreciated. 

Men get into the habit of considering as 
assets that can be turned into money only 
such things as stocks, bonds, real estate, in- 
surance and other tangible properties. But 
with the advance of organised business, the 
keener men of the commercial world are 
learning that there are other things to be 
capitalised which have positive values that 
often surprise even the possessor. 

A man should draw dividends on every 
worthy thing he has ever achieved, on each 
of his senses and on every ability that he 
possesses. 

A man may capitalise his friendships. 
By this is not meant that he should impose 
upon his friends, but that he should advance 
himself through friends for whom he does 
fully as much as they do for him. 

He should capitalise his influence, by put- 
ting it to use in advancing his business. 

He should capitalise his experience, by 
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using his beneficial habits and not making a 
second time mistakes he has once made. 

He shotild capitalise his consciousness of 
having done some things well and thus in- 
crease his confidence. 

He should capitalise his health and thus 
put more vigour, energy and push into his 
efforts. 

And so a man should capitalise everything 
that can be invested in business and life, 
with the promise of dividends in the form 
of health, wealth and happiness. 

A man should work until he has the re- 
wards of success, and then he should make 
these rewards work with him for more suc- 
cess. 

Success has the force of acceleration. 
Success may be likeiied to compound in- 
terest, the rate depending ujion the investor. 
A business man who failed several years 
ago, told me that the blow was so heavy that 
it almost proved his final downfall. 

" One (lay I told a friend," he said, " that 
life was no longer worth living, because I 
had lost everything. 

" He looked at me for some moments and 
then said, * I didn't know it was as bad as 
that I thought you had merely lost your 

money/ 
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Merely lost my money/ I repeated. 
Why, yes/ said the man. ' I didn't 
know that you had lost your mind, and your 
friends, and your health, and your ambition, 
and your will, and your observation, and 
your past experience. If that is true, you 
certainly are in a bad way/ 

" I stared at him. 

" ' I haven't lost my mind,' I said, ' nor 
any of the other things excepting my ambi- 
tion. But what good are all these things 
you mention, now that my money's gone? 
What can I do with them ? ' 

" He smiled. 

** ' Capitalise them.' 

Capitalise them ? ' I repeated. 
* Surely,' he replied. * Why, with the 
mental and physical assets, the friends and 
the experience you've got, you ought to be 
able to form a close corporation that could 
win prosperity in no time. Begin with your 
friends. Tm one iof them, and you can 
count on me in any reasonable proposition. 
You know that Morrow and Haynes and 
Emerson owe you a whole lot of gratitude, 
and they'd be pleased to show it in a practi- 
cal way. Don't forget to put your experi- 
ence and your observation and the rest of 
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the things I mentioned into the business, and 
you'll win/ 

I grasped his hand. 

' You've added two important items to 
the capital stock already/ I told him. * One 
is right mental attitude and the other is en- 
thusiasm.' 

" When my friend left me, I spent several 
hours in listing everything I was to capital- 
ise. There were intangible things along 
with the material, and I invested them all 
with every bit of enthusiasm I could bring to 
bear. It goes without saying that my pres- 
ent success was due to the word of advice my 
friend gave me, ' Capitalise.' " 

To some this experience may seem too fig- 
urative to be practical, but it is intended to 
impress the fact that we have many things 
besides money at all times to help us on the 
road to success, if we will but capitalise. 
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HABIT 

Habits play such an important part in the 
business world that they deserve far more at- 
tention than they receive. 

" Scientific management " contends that 
as far as possible man's work should be 
standardised and that he should be taught 
the easiest, quickest and most efficient ways 
of performing his duties. This is to make 
his work as nearly automatic as possible 
through the formation of efficient habits. 

It is said that in some factories, where this 
method has been tried, that the average 
workman accomplishes from two to four 
times as much as he did before acquiring the 
prescribed habits. 

" Scientific management " is thus accom- 
plishing gratifying results in increasing ef- 
iciency through scientific physical habits. 
But habits are mental as well as physical, 
and the mental field is more important by 
far than the physical field. 

Habits are formed by frequent repetitions, 

and by far the greater part of our lives is 
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given over to thinking and doing, according 
to habit 

Habits are conditions under our control. 
By sufficient desire and will we can modify 
old habits or create new ones. This being 
so, we should study the habits we have and 
consider new habits that might be established 
with a view to making business and life in 
general more pleasant and profitable. 

We may dismiss personal and social hab- 
its with but a few words. They have an im- 
portant influence upon the estimation we 
make of ourselves and the estimation the 
world makes of us. They hold sway the 
greater part of the time over health and 
happiness, moulding character in habit 
grooves. In fact, we are, as the well-known 
phrase so aptly puts it, " creatures of habit." 

And as habit is important in the success 
of a man, so it is important in the success 
of a business. 

Of the many advantages to be gained 
through well-defined and positive habits, the 
following are among the most important. 

Habit shortens time for thought and ac- 
tion. If a man who is not in the habit of 
writing is asked for an editorial on a partic- 
ular subject, it would take him much longer 

to write it than an editor who has made such 
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writing a habit. A typist, who has become 
an expert in working at the typewriter op- 
erates that machine much more swiftly than 
a novice. 

Habit is conducive to ease. In fact, the 
commonest habits seem to require little men- 
tal or physical exertion. The effort is so 
slight in some cases that the process is almost 
automatic. When a new executive is first 
given responsibilities, they loom up in heroic 
size and greatly tire him. Several weeks 
later, these responsibilities no longer worry 
him, because he is in the habit of taking care 
of them. The first day at a machine that is 
new to him greatly fatigues a workman, 
whereas a month or so later, through the 
force of habit, he operates the same machine 
with ease. 

Habit increases accuracy. Hundreds of 
examples may be called to mind, such as a 
person learning to play the piano, where 
physical arid mental habit are both developed 
through practice. 

There are other advantages that might be 
cited, all of them proving that habit con- 
tributes to efficiency. 

Habits are formed in two ways, passively 

and actively, by far the greater number of 

our habits developing along the line of least 
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resistance. Environment is responsible for 
many habits, good and bad^ 

The purpose of this chapter is not only to 
show the importance of habits, but to empha- 
sise the fact that through desire and will 
man can form such habits as please him and 
benefit him. The more good habits a man 
has, the less attention he will have to pay to 
detail. Whenever occasion arises that these 
habits can profitably be brought into play, 
the process of summoning them is almost au- 
tomatic, so that they detract but little from 
the attention he is giving to other matters. 

For example : if a salesman is talking to a 
prospective customer, he should put his en- 
ergy and enthusiasm into his effort to sell 
goods. He should automatically employ his 
habits of courtesy, politeness, confidence of 
manner, clearness and conciseness of speech, 
good nature and any other habits he may 
have that would beneficially influence the 
situation. If the habits named were not 
habits, and the salesman, instead of auto- 
matically summoning the listed qualities, 
called upon them with thought given to each, 
the result may easily be imagined. The 
salesman's brain would go through a process 
something after this fashion : 

" I must tell him the excellent qualities of 
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my goods. Now I must be courteous to 
him, now polite. Now I must talk price. 
Now I must be confident of manner. Now 
I must tell him of our shipping facilities. I 
must speak clearly and concisely. I must 
ask him if he will place an order at once. I 
must remain good-natured throughout the 
transaction — " But the prospective cus- 
tomer, by this time, would either have dis- 
missed the salesman or fied. 

A man's mind should be free to deal with 
matters in hand. His habits should be so 
developed as to take care of themselves. 

We have said that there are two ways in 
which habits are developed, one passively, 
the other actively. By actively is meant, a 
man may select the habits he desires and cul- 
tivate them. First of all, he should use dis- 
cretion in selecting for development not only 
habits that will do him good, but habits that 
will do him the most good. He should then 
strongly impress upon his mind the various 
benefits the habits would mean to him. The 
next step is to repeat the act of thinking or 
doing as frequently as possible, until it be- 
comes practically automatic, or part of the 
man himself. 

It may take some time and effort to work 
for a habit, but it should be remembered that 
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when the habit is established, it works al- 
most automatically for the man. 

As a rule, too little attention is paid by a 
sales manager to the salesmen in his depart- 
ments. Most of his attention is given to pro- 
viding information for his representatives, 
while the salesmen's personal and social hab- 
its, which have much to do with their suc- 
cess, are overlooked. Salesmanship de- 
pends not only upon business knowledge, but 
also upon the habits of courtesy, sympathy, 
optimism, enthusiasm, brevity, courage, re- 
sponsiveness and many others that any man 
in a short time can cultivate. 

Not only in salesmanship, but in every de- 
partment of every business, every man's ef- 
ficiency depends upon habits. Scientific 
management studies the physical habits, with 
the view to making them more efficient. 
Employers, by studying the subject, could in 
like manner increase the mental efficiency of 
their executives. 

There is no end to the habits that a man 
may cultivate. The more good ones he can 
develop, the more he will be able to centre 
his energy upon the vital parts of proposi- 
tions, confident that his automatic habits 
will take care of the ordinary details. 

All of this doesn't mean that habits should 
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be used to cut down men's efforts. It means 
that, with habits taking care of more and 
more details, man may attempt more and 
accomplish more. 

A little story illustrating some of the 
points in this chapter was told me recently 
by a man who stands high in the financial 
world. 

" When I was a young man/* he said, " I 
went into a concern that did a large broker- 
age business with a very small force. I 
hadn't been there long when the owner was 
called from the city. The two other execu- 
tives happened to be away at the same time, 
and matters were left in my hands. 

" The first day of my regime several busi- 
ness affairs came up that worried me so I 
scarcely got a wink of sleep that night. The 
next morning I pulled myself together suffi- 
ciently to figure out how the regular execu- 
tives handled far more responsibilities than 
had been entrusted to me and with no ap- 
parent anxiety. I happened to glance at our 
stenographer, who was a remarkably rapid 
typist. Then a practical line of reasoning 
dawned upon me. 

" Supposing she had been called away, in- 
stead of the proprietor, and he had asked 
me to undertake her work. I had to laugh 
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when I thought of the boss dictating, with 
me trying to write down his rapid-fire talk. 
Then I pictured myself at the machine with 
sixty letters to be pounded out before five 
o'clock. The proposition seemed even a 
more difficult one than handling the duties 
imposed upon me. Then I figured it out. 

" If I was to sit at the t)rpe writer I would 
hit each individual letter with one finger. I 
knew, because I had tried. I would have 
looked at each individual word on my page 
of notes to be copied. I would have 
looked at each line of type-written matter 
when I had finished it, to see if I had made 
any mistakes. And so I pictured out many 
more individual operations that I would 
have gone through but to which our stenog- 
rapher paid no heed. I saw it all. She had 
hammered on those keys until hammering 
upon them had become such a habit that she 
never failed to hit the right key even if she 
was looking out of the window. In fact, 
habit took care of everything save the read- 
ing of her notes as she wrotf, the writing 
part being practically automatic. 

" Then I took my propositions in hand 
and listed on a piece of paper all the habits 
I could think of that could automatically 
handle parts of those propositions. To my 
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surprise I found that there was only a little 
initiative work necessary, provided a man 
had cultivated my list of good habits. I 
made a resolution to develop enough habits 
to make the handling of business as simple 
a matter for me as the operation of the 
typewriter to our stenographer. I haven't 
got that far yet, and never will, but from the 
day I started in the right direction I've ad- 
vanced far enough to know that I have at 
my command a force of well trained habits 
that make work easier, more accurate and 
far quicker of performance than otherwise 
would be possible." 
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CHAPTER XVIII 

HEALTH 

In order to use his mind and body up to the 
highest efficiency, it is necessary for a man 
to have good health. There is not room for 
an extended discussion of health in this 
volume, but the subject is so important that 
a few suggestions will be made. 

Disease not only affects the body, but also 
the mind. The better the physical con- 
dition, the better the mental condition. 
Some men have a false idea that if their 
business involves only brain work, their 
bodies are merely incidental conveniences to 
get them to and from work and perform 
sundry other duties that are common to 
human beings but of absolutely no impor- 
tance to business. They become forgetful 
of exercise and recreation, and the body runs 
down. Then these men wonder why their 
mental efficiency decreases. They continue 
to work, however, merely stating that they 
do not feel well. Sometimes their wives or 
their consciences will successfully urge them 
to see a doctor and take medicine and thus 
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keep going for a longer period. Sometimes 
they will refuse to see the doctor until they 
arrive at a condition known as a break- 
down. This means a prolonged, although 
undesirable, rest, after which the man is 
able to resume business with decreased phy- 
sical reserve force, but generally increased 
common sense. For the first time he appre- 
ciates the value of a healthful physical body 
as opposed to the handicap of a weakened 
physical body. 

Exercise and recreation should be made 
part of the plan of life. This discussion will 
not involve recommendations of the kind of 
exercise, except to say that the kind should 
depend upon the kind of man taking it. It 
should be something he likes and something 
that would benefit him. Before he under- 
takes tennis or any other strenuous game, he 
should have his doctor's approval. What- 
ever his diversion, it is preferable that it 
should be out of doors. Many men walk 
to their offices; some walk so far that they 
are sleepy when they begin the day's duties. 
Some walk half a mile and believe that's 
enough exercise for the day. Some spend 
a few hours in figuring out just what exer- 
cise they need to tune them up to the highest 
mental and physical efficiency point. Not 
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one of these men has ever found that a few 
hours thus invested has been wasted time. 

But every man is a special case, and every 
man should know himself physically as well 
as mentally. 

The mind controls the body. The condi- 
tion of the body will determine the efficiency 
of the service that it can render. Most men 
understand the general laws of health con- 
cerning eating, sleeping, breathing, practis- 
ing self-control, maintaining an optimistic 
spirit and similar rules, but many who know 
better are neglectful. 

A hiealthful body is conducive to a health- 
ful mind ; a healthful mind is conducive to a 
healthful body, and when the two are united, 
you will find a happy and successful man. 

In the hurry-scurry of the business world 
to-day, minds and bodies are pulled down by 
unnatural strain. It isn't the amount of 
work that is done; it's the wrong way in 
which the work is done. In the average 
man the back of his mind is a storehouse of 
worries; worry because he is not getting 
along faster ; worry because of the high cost 
of living; worry because ambitions are not 
being satisfied; worry because old age will 
not find him as well prepared as he should 
be ; and other general worries, too numerous 
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to mention, beside the specific worries in 
each individual case. 

This is an3rthing but a healthful condition. 
These worries contract the natural mental 
force. They put limitations on a man's abil- 
ities. While he is working and when he 
tries to rest, they act as a continuous strain. 
The mind, endeavouring to work under these 
conditions, may be likened to the body of a 
sick man performing physical labour. 

There is but one way to cure a mind thus 
handicapped, that is to free it from the 
shackles of worry. It may be impossible to 
do this absolutely, but any man, through will 
power, should be able to greatly relieve his 
mind from strain when he considers con- 
ditions in their true light. He should 
realise that worry is not only a strain that is 
seriously detrimental to his mental welfare, 
but that while it exists in his mind, it drives 
out confidence, courage, force fulness and 
ease and strength of thought. 

When the man summons his will and 
drives out worry, he can bring in the other 
qualities named, and thus face his proposi- 
tion equipped to win. 

I recall a forceful example of this reason- 
ing told me by a man who spoke from ex- 
perience. 
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" A few years ago," he said, " I was deep 
in debt. I had borrowed money to carry out 
an enterprise which failed completely, sweep- 
ing away the little I had and all that was 
loaned me. The failure was bad enough in 
itself, but the fact that it left me facing a 
heavy debt naturally was disheartening. I 
tried to make plans, but my brain refused to 
work clearly, the ghastly worry concerning 
the debt continuously forcing its way into 
my mind. That worry haunted me. I not 
only couldn't think well, I couldn't sleep well, 
I couldn't eat well. 

"The man who loaned me the money 
didn't know that I had lost it all, and the 
fear of his finding out was another worry. 
I had about a year in which to pay off my 
indebtedness, but as day after day slipped by 
without my being able to plan a course of 
procedure, I saw that conditions promised to 
become worse instead of better. 

" Then an idea occurred to me, and al- 
though it didn't seem to promise an improve- 
ment, I thought its being prompted by hon- 
esty was reason enough for its being carried 
out. 

" I went to the man from whom I'd bor- 
rowed the money and made a clean breast 

of the whole proposition. 
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" I expected the man to become very 
angry and make threats. To my surprise 
he remained perfectly cool during my story, 
and when I had finished he maintained si* 
lence for some moments. Then he said 
calmly, ' I am sorry for you. For your 
sake, I want to see your credit restored ; for 
my sake, I naturally desire my money re- 
stored. I think you can do both. First of 
all, you need a vacation/ 

'' I stared at him and was about to protest, 
when he held up his hand. * You are in a 
worried state of mind and in a nervous con- 
dition that is not at all conducive to good 
work,* he went on. ' I have said I want my 
money back, but I will give 3rou an extension 
of time. There is only one way you can 
earn enough to repay me and that is by put- 
ting forth your best efforts. Your mind 
must be free from worry. There must be 
no drags on 3rour mental force. You must 
put forth all the energy possible into making 
and carrying out plans. If you find at any- 
time that your mind is not free to do its best 
work, come to me and we will talk things 
over. Remember, this is not sentimental 
advice, this is business advice. I am finan- 
cially interested in you. I have indicated 

the only way for you to proceed so that I 
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may receive back my loan. Remember, 
keep your mind free/ 

" I drew a long breath, thanked him and 
went back to my office, with energy and con- 
fidence returning for the first time since my 
misfortune. 

" During the next few months worry re- 
turned several times, but on each occasion I 
put this question to myself, * Shall I go to 
my friend, and have him talk worry out of 
me, or can I employ the strength to will it 
out of me ? ' In every case I was gratified to 
be able to summon the power to will out my 
worry. You have no idea the change that 
came over me. I had a new spirit, a new 
force, a new ambition. Needless to say, I 
paid off my debt not so very long after the 
time originally set, and I began adding to 
the right side of the ledger. 

" Even after my bitter experience, I still 
find it necessary on frequent occasions to 
recall the admonition, * Free your mind from 
worry,^ and when I have obeyed this precept, 
I find I have drunk health into my mind and 
my body, and that I am ready to go for- 
ward." 

There are countless men who are handi- 
capped like the man in the story by worries. 
Sometimes these worries do not loom up in 
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heroic size, but being ever-present, either in 
the conscious or sub-conscious mind, wear 
and tear and strain the mental faculties. A 
doctor is sought when one has physical dis- 
eases that seriously handicap him, but unless 
something is radically wrong in the mind, 
its owner takes the responsibility for its 
care. Too often he allows worry, fear 
and other mental troubles to exist as a mat- 
ter of course, without even attempting to 
cure them through a systematic or practical 
treatment. 

And yet, the mind is of far more impor- 
tance to a man than his body. 

Let every man remember that for his suc- 
cess in business, his mind should be kept in 
the finest condition and in the best training 
possible. The prescription is, free the mind 
from worry, fear and all other disturbances 
and give it clean, clear duties that will arouse 
its continuous energy in the right direction. 
Such a mind is sure to be healthful. 
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CHAPTER XIX 

HARMONY 

The laws of nature will all work for man's 
advancement, if he will work with the laws. 

In striving to win success in business, a 
man should never forget to work in accord- 
ance with the laws of health, the moral laws 
and the laws of the state. The laws of na- 
ture and man-made laws are intended to pro- 
tect and work in the interests of mankind. 

Working against any of these laws will 
mean opposition from them; working with 
them will mean harmony. 

In all relationships man has, it should be 
his aim to establish harmony on every side 
with a view to securing concerted action. 
Lack of harmony means lack of co-opera- 
tion, and lack of co-operation means low ef- 
ficiency. 

Executives should study, not only the men 
of their departments with regard to their in- 
dividual duties, but also with regard to their 
collective strength. If there is ill feeling 
between a superintendent and his men, or 
between one department and another, or 
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between several men in the same department, 
there is naturally a lack of co-operation, and 
the business suffers. 

Two interesting examples, illustrating the 
value of harmony, were given me by a man 
who has made co-operation his chief business 
study. 

" I have always been a great ball fan," he 
said. " A few years ago, I saw a game be- 
tween one of the League clubs and an all-star 
nine. It was freely predicted that the all-stars 
including most of the best players of the 
coimtry, would easily win, but to the general 
surprise, the mediocre League team beat 
them easily. *Luck,' said the newspapers 
and most of those who were present. But 
I didn't agree with them. 

" It's my habit to study ball games from 
a critical standpoint and analyse the reasons 
for victory and failures. The individual 
members of the all-stars in this particular 
game played brilliantly, but there was one 
thing wofuUy lacking. That was team- 
work. To my mind team-work is the most 
important element in winning pennants. 

" And it's just as important in business. 
The same week as the ball game I have 
mentioned, I attended a theatrical perform- 
ance given by an all-star cast. It was a 
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play I have seen several times, and notwith- 
standing the fact that the names of all who 
participated were those of celebrities, it was 
the poorest production of that drama I had 
ever seen. Each member of^the company 
read his or her lines admirably, but the team- 
work, or ensemble, was so poor that the 
performance fell flat* I took these two les- 
sons to heart and looked over my own or- 
ganisation more ct-itically than I had stud- 
ied the ball game and the drama. It didn't 
take me long to find that our team-work, or 
co-operation, which is really the same thing, 
was far from perfect. 

" I called all the heads of departments to- 
gether and told them that we had plenty of 
* star ' performers, but that in order to win 
the pennant of dividends in our particular 
line, we would have to develop better team- 
work. Then I did something that many 
proprietors might pooh-pooh. I took all of 
these men to the ball game the next Satur- 
day afternoon and jokingly suggested that 
they study good team-work. From that 
time on our spirit and methods of co-opera- 
tion gradually improved, until we have what 
I call a smooth-working machine. 

" Now I want to tell you something 
funny. The head of one of our departments 
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recently began to feel his own importance so 
strongly that it became obvious and objec- 
tionable to the other boys. As far as his 
relationship to the other departments was 
concerned, our team-work began to suffer. 
I noticed what was going on and thought I 
would have to reprimand the offender. 
Then I changed my mind. 

" At the next regular Friday afternoon 
conference of department heads, I made a 
few remarks about team-work, without cast- 
ing any reflections upon anybody. Then I 
called the offender to me and handing him 
a ticket said, * I think you'd better go to 
the ball game to-morrow afternoon.' A 
smile went around the room, and when the 
offender came to work the next morning, his 
conceit had vanished, and our team-work re- 
turned to its usual degree of efficiency." 

The progress of many companies is re- 
tarded because efforts are individualised in- 
stead of concentrated. One hundred indi- 
vidual taps on a window-pane wouldn't ap- 
parently affect it. But if the forces of the 
hundred taps were united into a concentrated 
force, the glass would be smashed. And so 
in business, team-work, or a unity of efforts, 
produces a smashing force. . This is far 

more effective than brilliant individual ef- 
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forts on the part of an all-star organisation. 

It should be the aim of a business man, not 
only to cultivate harmony among his co- 
workers, but to transact business harmoni- 
ously with those from whom he bujrs and to 
whom he sells. In days gone by, buyer and 
seller seemed to be opposing forces, each 
trying to get the better of the other. To- 
day, buyer and seller are gradually working 
together, believing that a happy relationship 
and its influence upon future business is far 
more important than the making of a single 
sale. 

And so, in all of his relationships, the suc- 
cessful business man will try to establish • 
and preserve harmony. Occasionally he 
may meet an opposing force that attempts to 
take an unfair advantage. Harmony being 
impossible and a relationship being neces- 
sary, then, of course, the successful business 
man must demand his rights. 

But the man who is seeking harmony will 
easily find it, just as the man who is looking 
for trouble will find trouble. 

No matter what oppositions and what dis- 
couragements loom up in a man's pathway, 
let him remember that the laws of nature 
will work for his advancement, if he will 

work with the laws. 
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The human factor is the most important 
factor in the business world. 

Man made business ; he developed it into 
the most powerful of all institutions; but 
powerful as it is^ man still dominates busi- 
ness. 

So long as men are unequal in character, 
knowledge and power, there will be differ- 
ences in the degree of success that different 
men achieve. 

Any man can develop a mental attitude 
that will make his work more profitable and 
his life more pleasant. 

Nearly all men have a fair idea about their 
good qualities ; not so many recognise their 
own failings. 

Knowing oneself means a tremendous ad- 
vantage in the race on the road to success. 

The inclination to know oneself rarely be- 
comes strong until something happens that 
hurts the pride or the pocketbook. 

When most young men enter the business 

world, it unfortunately is the easiest channel 

that attracts them. 
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The man who underestimates himself is 
generally underestimated by the world; the 
man who overestimates himself may also 
succeed in fooling the world for a time, but 
sooner or later will be found out. 

A man should take an occasional inven- 
tory of himself to find his true standing. 

No matter how prosperous or unsuccess- 
ful a man may be, he will find it of advan- 
tage occasionally to answer truthfully the 
question, " Where Am I Going? " 

The average man is a subject who spends 
most of his life answering calls : the call to 
get up, the call to eat, the call to work, the 
call to play, the call to sleep. 

The things of the moment fill the life of 
the average man; that's because his life is 
narrow. 

A man's life has the quality of unlimited 
expansiveness ; there is always room for 
more gratification. 

Come, average man, the world holds some- 
thing better for you ! 

The successful man regards himself as 
an active agent, building a career and a char- 
acter. 

The more successful one is, the more one 

is glad to work; the more one works, the 

more successful one is. 
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Work to the average man is grind, to the 
successful man gratification. 

The work done with intense desire, ab- 
sorption, application, delight, gratification, 
spirit, is the work that counts most. 

Not only do well what you do, but like to 
do well what you do! 

Work is working for oneself, no matter 
who owns the concern or who manages 
it. 

A poor man with an optimistic mental 
attitude will find more pleasure in this life 
than a rich pessimist. 

Cultivate the habit of finding joy in what 
you hear and what you see and what you do ! 

One of the most important elements in 
achieving success is liking one's work. 

Grind isn't the work we do, but the way 
we do the work. 

The man who goes through life perform- 
ing duties that are tmpleasant to him will 
suffer in wealth, character and enjo)mient. 

To maintain the attitude of enjoying 
work, a man should be careful not to work 
too long nor to work with worry. 

Like the work you have to do or have 
the work you'd like to do! 

The world is made up largely of passives, 

and the passives, not claiming their just re- 
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wards, there is more for the actives to at* 
tain. 

The ideal active man isn't the one who 
can do four men's work, but the man who 
can keep forty men busy. . 

It is not enough to think right and do 
right, but also to be active if one would 
achieve success in business. 

Enthusiasm will be missing and co-opera- 
tion weak in that house that lacks loyalty. 

The loyalty of an employee in a great 
majority of cases is a responsive quality 
depending upon the loyalty of the em- 
ployer to him. 

Thoughts are things of which character 
is built. 

The worst rut on the road to success is 
worry, and yet it only exists in the mind of 
the traveller. 

It isn't hard work a man should fear, but 
work accompanied by worry. 

A little work and a great worry may be 
the undoing of any man. 

When one knows the worst, he easily 
finds a way of procedure to make conditions 
better. 

Imagination must be coupled with judg- 
ment and practical activity to make it a 
business asset. 
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Enthusiasm strengthens the links in the 
chain of co-operation. 

Enthusiasm is an investment whose divi- 
dends are achievements. 

To be practical, enthusiasm must have a 
balance-wheel of common-sense. 

Enthusiasm discovered America, led to 
the Declaration of Independence and made 
the United States the greatest nation in the 
world. 

Enthusiasm was a dominant quality in 
Alexander, Hannibal, Caesar, Napoleon, 
Washington, Lincoln and in all leaders of 
men. 

It pays to be liked and one likes to be 
paid. 

One mood can be deliberately put out of 
the mind and a substitute brought into its 
place by will. 

Smiles are shock absorbers that help one 
to ride comfortably over the ruts of business 
on the road to success. 

Real smiles are born of pleasant disposi- 
tions; they are advertisements of optimistic 
mental attitudes. 

The man who smiles at the dictates of his 

heart finds joy in life, in work and in his 

fellowmen, and the world smiles back at 

him. 
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A man should draw dividends on every 
worthy thing he has ever achieved, on each 
of his senses and on every ability that he 
possesses. 

It may take some time and effort to work 
for a habit, but it should be remembered 
that when the habit is established it works 
almost automatically for the man. 

A healthful body is conducive to a health- 
ful mind; a healthful mind is conducive to 
a healthful body, and when the two are 
united, you will find a happy and successful 
man. 

The laws of nature will all work for man's 
advancement if he will work with the laws. 



195 



PART III 



KNOWLEDGE 



Knowledge is in itself a gratification and 
a contributing element to success. You can 
increase knowledge. 
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CHAPTER I 

IMPORTANCE OF BUSINESS KNOWLEDGE 

It would be impossible to give in a single 
volume more than a small part of the busi- 
ness knowledge that the average man should, 
for his own advancement, attain. It is 
highly important, however, to impress the 
facts that business knowledge is easily ac- 
cessible to any man, that it is not only a prac- 
tical but an interesting study, and that it is 
more essential to-day than ever before that 
a man should be well informed concerning 
business affairs in general in order to ad- 
vance far on the road tp success. 

Until recent years, business was a com- 
paratively simple proposition, involving bar- 
ter and sale, and founded upon a few pri- 
mary principles. 

To-day, businesses in a complex stage of 
development. While it is passing through 
its transition period of advance, new ideas 
are being adopted here and rejected there, 
new systems are being installed in this fac- 
tory and laughed at in that, new machinery 
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SUCCESS IN BUSINESS 

is being introduced into one plant and not 
into another. 

Some companies are employing advertis- 
ing as their chief medium for securing sales ; 
other companies in the same trade refrain 
from advertising and continue to depend 
upon salesmen alone to move their goods. 
And in this manner, it might be pointed 
out that industrial and commercial institu- 
tions throughout the business world are 
striving for success through a variety of 
methods. 

All of these facts make clear how impor- 
tant it is for the business man to study busi- 
ness laws, systems, methods, intricacies and 
conditions, so that he may have clearly de- 
fined ideas concerning the best ways to ad- 
vance himself and the organisation with 
which he is associated. 

Some people never get over the idea that 
their education was completed when they 
left school. The primary purpose of a 
school is not to impart knowledge, but to 
exercise the thinking machinery, so that the 
student will learn how to acquire knowledge. 
The study of Latin affords mental gymnas- 
tics; acquiring business knowledge is made 
comparatively easy because of this mental 
gynmastic practice. A man is in training 
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while he is in school. His business race be- 
gins later. 

No matter in what business or profession 
a man may be, nor how great the degree of 
success he is achieving, he should keep 
abreast of the business literature of his time, 
applying the principles that seem worthy 
and discarding those he believes to be value- 
less. 

But all the time he must remember that 
acquiring business knowledge is of little 
consequence in itself, that appl3ring business 
knowledge is the means of achieving suc- 
cess. 

And so he should learn how to attain the 
power to apply his business knowledge. 

In business, in art, in literature, in every- 
thing that man can 4o it is upon the attain- 
ment of knowledge and the power of appli- 
cation that his success will largely depend. 
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CHAPTER II 

THREE WAYS OF ATTAINING KNOWLEDGE 

There are many ways of attaining business 
knowledge, chief among them being through 
printed matter, other people and one's self. 
Before setting out to obtain knowledge, 
one should have a keen desire, a willingness 
to invest time and thought, a somewhat sys- 
tematic method of attaining desirable knowl- 
edge, a general idea as to how the knowledge 
acquired may be used to advantage, and a 
realisation that it is not knowledge alone he 
wants, but with it the power of application. 

KNOWLEDGE THROUGH PRINTED MATTER 

Some men believe that the reading of 
a book is in itself acquiring knowledge. 
Sometimes it is, but very often the impor- 
tant teachings of a book are forgotten a 
short time after the reader has laid the vol- 
ume aside. 

Many readers have adopted the excellent 
habit of marking valuable passages for fu- 
ture reference. Unfortunately, when the 

covers of the book are closed, except in un- 
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usual cases, they are rarely opened for the 
consideration of the marked passages. 

The following system is suggested as one 
that even a busy man can afford to adopt. 
It means reading a book, noting the passages 
worthy of remembering, and then dictating, 
either in the language of the author or of 
the reader, the thoughts one desires to pre- 
serve, sometimes with comments attached. 
The dictated matter should be t3rpewritten, 
preferably upon large cards, indexed and 
filed. The man who adopts this system 
will be surprised if a month or two after 
he records the thoughts of a book, he reads 
over his cards, for he will find that some of 
the thoughts are now a part of himself, 
some have been outgrown and others have 
been quite forgotten. 

If, from time to time, he will read over 
his cards, he will gradually make all of the 
worthy thoughts part of himself. 

Some books will be found so valuable as 
to deserve places upon a man's bookshelves, 
while other volumes he will be satisfied to 
draw from the library. 

Of course, all that has been said with re- 
gard to books applies as well to magazines 
and newspapers, or to any printed matter. 

In attaining knowledge a man should 
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classify it and should not only know a thing 
by itself but in its relation to other things. 

Besides books, newspapers and magazines, 
there are other printed media of business 
knowledge. The government issues many 
pamphlets every year with valuable infor- 
mation concerning trades, and yet, many 
companies, through laxity, fail to secure this 
information published for their benefit and 
furnished for the asking. 

Then there are many catalogues printed, 
of interest to particular trades, and others 
that contain valuable pointers for improving 
office arrangements and facilitating clerical 
work of all kinds. 

The advantages some companies derive 
from employing a clipping bureau to keep 
them advised of matters pertaining to their 
particular lines, far more than pay for the 
cost of the service. 

The trade papers, not only through their 
news and editorial columns are carrying in- 
formation, but on their advertising pages 
present an ever-growing array of improved 
machinery and systems, most of which have 
some merit and some of which have decided 
merit. 

Commercial colleges, some of them cor- 
respondence schools, are actively dispensing 
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classified business knowledge, valuable alike 
to the young student and the established 
business man. 

So much for business knowledge to be 
secured through printed matter. 

KNOWLEDGE THROUGH OTHER PEOPLE 

In his business life every man comes into 
contact with other people. These people 
will either help him, hinder him, or remain 
passive. If he desires, they will help him. 
By helping him is not meant tha,t they will 
come forward and offer their services. - It 
is for the man to get the help, not wait for 
it. 

In the first place, every man should en- 
deavour to cultivate a personality that will 
make men like him, respect him and have 
confidence in him. He should remember 
that most people are responsive, and that to 
be liked it is advisable to like. In other 
words, a man should be kind and charitable 
to all men and as far as possible really like 
them. To be generally liked is a great ad- 
vantage in business, and it has been the 
means of opening up opportunities for 
many men. 

Besides the unselfish cultivation of friend- 
ships, therd should be efforts made by every 
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man to form acquaintances that may ad- 
vance his personal interests. He should 
make himself known as thoroughly as pos- 
sible to all who may hold executive offices 
above him. Through friendship here, he 
may win direct position advancement. By 
forming the friendship of men of finance, 
he may receive gratis good advice concern- 
ing investments. If he has friends in the 
real estate business and desires to buy or 
sell, he may receive business advice, tem- 
pered with friendship warnings. If he 
wishes to travel, he may obtain a number of 
helpful hints from some friend who has 
journeyed extensively. And so on through 
life, friendship can be made highly useful. 

KNOWLEDGE THROUGH INDIVIDUALS 

Some men make a practice of accumula- 
ting general knowledge from their acquaint- 
ances. 

I heard a man explain how he, to put it 
in his own language, learned more in one 
year through chats than during his last two 
years at college. 

" I don't like to read in the street cars," 
he said, *' and so I have to find other means 
of killing my forty-five-minute ride. Most 
street car conversation concerns weather 
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probabilities, how poor tfie traction service 
is, and politics. This gave me an idea that 
I have used in street cars and, in fact, every- 
place where I chat I steer the conversa- 
tion. Naturally I want to steer it where it 
will do me the most good. Don't think by 
this that I make a list of subjects, concern- 
ing which I desire information, and then 
fire questions at people. In nine cases out 
of ten, I'd find that the person addressed 
didn't know much more than I did on that 
particular subject. 

" And so I steer the conversation straight 
into the subject my friend knows best, and 
then I make intellectual capital of the infor- 
mation he gives me. You'll understand 
better when I give you a couple of examples. 

"You know old Alger, the real estate 
man. He's the dean of that business in 
this city. Well, in five forty-five-minute 
trips on the street car he has given me a 
brief history of the last twenty years in this 
city's real estate market and has analysed 
the present situation, explaining where 
values are inflated or deflated, and why. 
Basing his deductions upon twenty years of 
keen experience, he has predicted what the 
best investments in both business and resi- 
dence real estate will prove to be. I've al- 
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KNOWLEDGE 

ready made use of this information, because 
he clearly showed me a simple mistake I 
pretty nearly made in selecting a site for our 
new factory. I was going to buy some 
land, the value of which I felt sure would 
be enhanced in the near future. He agreed 
with me on that point and said that my esti- 
mate of increased value was low. 

" * But how long do you want to keep 
your factory on the site where you*re going 
to build ? * he asked. 

Forever, I hope,' I replied. 
Then, my dear friend,' he observed, 
' why do you wish to pay increasing taxes ? 
Why don't you get a piece of property that 
will stand still in value, on which the tax 
rate will also stand still ? ' 

" ' I never thought of that,' I admitted. 
And our directors, when I told them the 
story, decided upon another piece of land, 
just as good in every way for our purposes, 
but with little possibility that the taxes will 
ever jump. 

"Another instance. You know Morri- 
son, the capitalist ? Well, that man's a fund 
of geographical knowledge. I haven't had 
time to brush up my geography since school 
days, and Morrison likes nothing better than 

telling of his travels. So, you see, our forty 
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minutes — he gets on five minutes after I 
do — in occasional street car rides, affords 
him pleasure and gives me knowledge. He 
has travelled so much and talks so well, that 
likening to him is the next best thing to 
globe-trotting itself. I could go on and tell 
you a lot of valuable pointers Fve got from 
a patent attorney, an ex-gambler and a mine 
owner, but I guess you see the point with- 
out my expanding the illustration. 

" All you have to do is to steer the con- 
versation into the subject a man knows best. 
Nine times out of ten that's the subject that 
he prefers to talk about and talks best 
about. If you keep your ears open and 
your mind working, you will get not only 
entertainment, but brass tack knowledge it 
has taken these men years to accumulate. 
I had a wonderful trip through India day 
before yesterday, only touching the high 
places, of course, with my friend, Morrison, 
and it took just forty minutes. 

" The right kind of a chat is condensed 
information that you can get for the asking 
from an expert. Nearly every man's an 
expert on some subject. Steer him into it. 
He'll talk. You'll profit. I don't mean 
that you should be strictly commercial in 
these chats, only seeking information to 
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benefit you. I've made closer friendships 
with all my chatters. But I have cut from 
the conversation the weather, politics and 
scandals and substituted things worth while. 

" Oh, by the way, IVe forgotten some- 
thing. I neglected to tell what my friends 
get in return for the knowledge and enter- 
tainment they give me. You may have 
heard that I was once in the newspaper busi- 
ness. At that time I interviewed many 
notables and came to know some of them 
quite well. My friends enjoy hearing about 
these people, and Til admit it's pleasant to 
talk about them. So you see the chats 
aren't altogether one-sided. 

" But don't forget — never let the con- 
versation drift. Steer it!" 

There may be a suggestion worthy of cul- 
tivation in my friend's thought. 

A few years ago there was a false idea to 
the effect that it was humiliating to ask 
questions. Now, good business men appre- 
ciate that the faculty of asking the right 
question at the right time is very important . 
and aids in the solution of many problems. ' 

When a man seeks a certain street and has 
only a general conception as to its location, 
instead of wandering vacantly about, he may 
obtain the information desired by asking 
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the corner policeman, or the first passer-by. 

If he wants to cultivate his garden with 
more success, he has three ways open to 
him : one, to experiment without knowledge ; 
the second, to tediously hunt through books ; 
the third, to ask the man who knows. The 
last way is nearly always the quickest and 
best. The man who knows may have spent 
years in studying, experimenting and asking 
other people. He can sum up sufficient 
knowledge for his friend, however, in a few 
minutes and give his friend the benefit. 
Most men do this cheerfully. 

No matter what a man wants to know 
nowadays, he can nearly always find some 
one who has made a study of the subject 
and will gladly give him the benefit of his 
years of investigation in the course of a few 
minutes. 

Especially in business should care be given 
to the asking of questions. The business 
man should remember, however, to ask 
questions that are worth the asking, to offer 
to pay for information when it has real 
value and its possessor might possibly wish 
remuneration, and to use discretion as to 
the time, place and spirit of the asking. 

Conversation can be developed into an aid 
to business efficiency. 
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KNOWLEDGE THROUGH MEETINGS 

The value of other people's information 
is coming to be recognised more and more 
in the business world. Witness the frequent 
meetings that are being held in nearly all 
companies. I know of several corporations 
where the department heads are called into 
a business conference every morning at a set 
time. 

A meeting is the melting-pot of ideas. 

There rarely has been a well-conducted 
meeting that did not mean advancement. 
The matching of ideas is so important, that 
while the practice of holding meetings is 
rapidly developing, its true importance is 
not yet appreciated. 

I have attended meetings where two ideas 
have been set forth in opposition to each 
other, and, when the arguments against and 
in favour of both had been exhausted, a 
third idea, far more valuable than either 
of the others, has been substituted. This 
third idea was born at the meeting. 

When a matter of policy is presented to 

a dozen keen business men, it generally 

proves worthy of adoption, or is abandoned. 

Whether it is adopted or abandoned by these 

men of good judgment, there will be a feel* 
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ing on the part of those interested that the 
decision was a just and worthy one. If 
there had been no meeting, and the policy 
had been adopted on the recommendation 
of the general manager, he would have car- 
ried the responsibility. This fact might 
have worried him and might have somewhat 
shaken the confidence of stockholders and 
others interested. But if the committee 
adopted the policy on the manager's recom- 
mendation, the committee would share the 
responsibility, the manager would feel that 
he had good backing, and there would be 
more confidence all along the line. Then 
again, if the manager had abandoned the 
policy on his own responsibility, there would 
always be the chance for the stockholders 
to say, " If that policy had been adopted, we 
would have been more successful." But if 
the committee had abandoned the policy, 
everyone would be satisfied that it was for 
the best. 

Consequently, the value of a meeting of a 
board of directors does not only concern the 
judgment exercised at the gathering, but the 
effect of its supreme decision as opposed to 
the effect of a decision backed by less re- 
sponsibility. Every executive, whenever it 

is practical to do so, should have strong re- 
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sponsibility behind matters of policy depend- 
ent upon him. This will release him from 
the personal responsibility and give few 
opportunities to those higher up to say what 
might have been had they been consulted. 

Nxunerous corporations have adopted the 
custom of calling their sales-agents together 
once a year, realising that the time and 
money expended is a splendid investment 
when the results of these meetings are con- 
sidered, The sales-agents bring to these 
meetings a variety of experiences and opin- 
ions. The results of experiments are re- 
lated; methods are discussed and plans are 
compared. The sales-agents carry away 
with them new ideas, new hopes and new 
enthusiasm. 

Enthusiasm should not be the dominating 
spirit at a meeting, but after a meeting. 
Clear and unbiassed judgment should prevail 
at the meeting, until business is finished. 
Then enthusiasm should enter into whatever 
plans have been formulated. 

Aside from the meetings described, there 

is another sort where much is to be gained 

by the man seeking knowledge. I mean 

the meetings of an association, such as a 

chamber of commerce, an advertising club 

or credit men's association, in fact, those 
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civic and commercial organisations where 
topics of general interest are discussed. 

Some men find entertainment at these 
gatherings, and think they find knowledge. 
If you asked most of them six months after 
a meeting what points proved really valu- 
able to them, they would reply, " I can't re- 
member; but the talk was a mighty good 
one." These men are not to be blamed so 
much for not remembering the points as for 
not having saved them at all. The best way 
to save points is in the memory ; the second 
best way is in a notebook. 

I know a member of an advertising club 
who never takes a note at a meeting, but 
upon his return to his office, appreciating the 
fact that many bits of knowledge are likely 
to escape him, dictates the points he wishes 
to remember. Four or five weeks later, he 
reads over his notes until he is sure that he 
really knows them. If such a plan were 
generally followed, meetings would mean 
more to those who attend them. 

Besides deriving benefit from the meetings 
of organisations, a man should, directly or 
indirectly, profit by association with his fel- 
low members. He can never tell when 
friendships, thus cultivated, will aid him in 

the business world. 
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The foregoing facts would seem to indi- 
cate that besides the pleasure that friendship 
brings, there is enough business advantage 
to be gained from other people to make the 
subject worthy of serious attention. 

KNOWLEDGE THROUGH THOUGHT 

Every thought and every act counts. In 
exerting any mental energy, one not only 
influences the object of the energy, but his 
own personality. For example, in literary 
Work, a man has ability influenced by his 
earlier mental training. 

As the brain is active in varying degrees 
all of the time, it forms thought habits. If 
it makes a practice of thinking bad of things, 
its owner becomes known as a pessimist. 
If, on the other hand, it thinks well of 
things, the possessor is called an optimist. 
If it thinks only of things of the moment, 
the owner never rises to any degree of im- 
portance. If it thinks logically, with high 
ideals, the owner invariably achieves success. 
Someone has said, " Man is as he thinks," 
a saying that is well to remember. 

Great inventions, great books, works of 
art and successes in business, haven't just 
happened. They are the products of mas- 
ters of thought and vision. 
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The incandescent lamp wasn't invented 
by Edison in a day, or a week, or a year, or 
a decade. When he summoned the vision 
of the incandescent lamp, he started to make 
it. Then all of his scientific thought habit 
stood him in good stead. His forces of con- 
centration and persistence and ingenuity and 
courage and faith, that he had been estab- 
lishing in his brain cells during his years of 
experimenting, combined in a thought force 
that proved successful. The incandescent 
lamp was invented ! 

The knowledge of this fact should make 
every man wish to exert better thought 
energy than the object of the energy would 
seem to warrant, because this energy will be 
transmitted into force that can be used time 
and time again. Understanding this makes 
the exerting of effort far more fascinating 
and worth while. Reduced to the simplest 
terms, this thought may be expressed as fol- 
lows : Anything a man does is not only for 
the present but for the future. 

I know a lawyer who has trained his mind 
in one department of law so thoroughly that 
he is known as an authority. When proposi- 
tions that would require long study on the 
part of other attorneys are presented to 

him, his thoughts are so at home in this fa- 
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miliar field that they analyse and solve the 
problems with ease, confidence and accuracy. 

I know a man who is frequently consulted 
concerning investments, because his judg- 
ment is considered practically perfect. This 
judgment is only the result of thinking ex- 
perience. His mind is trained. 

And just so, those who are striving for 
success in business should know not only 
their own trades, but the laws and rules of 
business. Every practical thought will con- 
tribute to their business judgment. 

Through the knowledge of the laws and 
the rules of business, they will better un- 
derstand the field and learn to know oppor- 
tunities when they see them, and to take ad- 
vantages that are offered all along the route 
to success. 

In the references made to thought, fleet- 
ing ideas are not meant, but deep-seated 
and lasting knowledge. Heedless, shiftless 
thinking becomes a habit, and when occa- 
sion necessitates clear, decisive mental 
power, the lazy thinker falls down. 

Few men know what they can accomplish 
by real thinking. When they take occasion 
to pause for serious thought upon some 
subject of deep interest to them, they are 
surprised to find how far their thoughts will 
carry them. 
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CHAPTER III 

GENERAL BUSINESS KNOWLEDQE 

It was the belief in the earlier days of busi- 
ness, that if a man knew his own business, 
he had sufficient business knowledge. 

Some men still hold this old belief, which 
is now not only antiquated, but false. In 
fact, to successfully conduct a business to- 
day, a man should have as complete a knowl- 
edge of his own business as possible and 
some knowledge concerning business in gen- 
eral. 

Take for example the advertising man. 
He should not only be well informed on all 
subjects and laws relating to publicity, but 
he should know much about printing, en- 
graving, publishing, the business or busi- 
nesses for which he is advertising, the busi- 
nesses with which that concern or those 
concerns transact business. Of course he 
must know salesmanship, something of the 
law, the fundamentals of practical psychol- 
ogy, the principles of finance, a great deal 
concerning human nature and a little of a 
number of other subjects, if he is a thorough 
representative of his business. 
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Here is suggested a reason why many men 
fail to advance far in the business world — 
lack of thoroughness. 

By this is not meant that it is necessary 
for a man to be an expert in many lines in 
order to be proficient in one line, but every 
executive, who wishes to climb, should ob- 
tain a general business knowledge and know 
where and how, at short notice, he can in- 
form himself thoroughly on any point that 
may arise. 

The following fist of subjects covers the 
greater part of the field of business, and 
every man, working for or in an executive 
position, should have some knowledge of 
each that directly affects him : Economics of 
Business ; Selling and Buying ; Business Cor- 
respondence ; Organisation and Manage- 
ment; Money and Banking; Investment and 
Speculation; Advertising; Insurance; Real 
Estate; Credits and Collections; Business 
Efficiency; Times and Conditions; Trans- 
pprtation; Accounting; Corporation Fi- 
nance; Auditing; Cost Accounts; Commer- 
cial Law ; Business Psychology and Human 
Nature. 

It would be impossible to discuss intelli- 
gently in a single volume the score of topics 
here listed. The laws and conditions gov- 
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erning some of the subjects have changed 
but slightly in recent years, while on the 
other hand, great advance has been made, 
is being made and will be made in others 
of the subjects. 

We will briefly take up a few topics of 
general interest, not for the purpose of an- 
alysing them, but merely to make sugges- 
tions that, it is hoped, will encourage inves- 
tigation and study in books devoted to those 
topics. 

ADVERTISING 

Advertising, in its present phase, is a 
comparatively new department in business 
knowledge. Great progress in developing 
the methods of publicity has been made dur- 
ing the past decade, but advertising is still 
in its infancy. 

It is old enough, nevertheless, to have rev- 
olutionised many phases of business and 
is largely responsible for the industrial and 
commercial progress of the present. Its 
strong, white light has given the public an 
insight into the moral character and 
methods of business, with the result that 
corruption, graft and general dishonesty are 
being swiftly eliminated. To the credit of 

advertising we must place the fact that peo- 
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pic arc now enjoying better living than ever 
before. 

A technical discussion of advertising 
would require several volumes. This brief 
article is intended to show that advertising 
can be used by the individual, as well as by 
the company, in advancing business suc- 
cess. 

The more that is known about a business 
house, provided all of the reports are to its 
credit, the more success that house will en- 
joy. For example, if a company manufac- 
tures a food product, and the public knows 
that the company is honourable, that its 
product is good, that its factory is open to 
all visitors, so that they may appreciate the 
cleanliness and efficiency that characterise 
the concern, that it treats its employees well 
and has a record of square dealing with its 
business relations and the public, all of these 
things are good advertising. 

In the same way, if a man, ht he the 
president of a company or a clerk, is well 
known and well liked and has the reputation 
for honesty, efficiency and enthusiasm, that 
is good advertising for the man. 

Good advertising has been the main ele- 
ment in the upbuilding of many big con- 
cerns. Want of good advertising has been 
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the reason for the failure of companies that 
merited success in all but their publicity de- 
partments. Lack of good advertising has 
been responsible for exceptionally clever 
men failing to make progress. 

A few years ago, if you had suggested 
advertising to a leading attorney, he would 
have thrown up his hands in horror. If you 
suggest advertising to-day to a leading at- 
torney, he may go through the same physical 
gesture, but the very fact that he's a leading 
attorney indicates that he is advertising. 
By this is not meant that he buys space in 
newspapers. That's only one form of ad- 
vertising. What is meant is this : To win 
success, a man knows that, if he depends 
upon the public for his advancement, he 
must keep favourably before the public. 

I know a dentist who belongs to three 
social clubs, not because he enjoys social 
functions, for he doesn't, but because those 
three clubs are made up of rich, prospective 
patients. He wouldn't think of advertising 
in the paper, but if his dues in those clubs 
shouldn't be charged to advertising, to what 
should they be charged? 

I know an attorney who never loses ati 

opportunity to make an address, not because 

he enjoys speaking, for he admits that h^ 
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considers it a bore, but because his audiences 
include prospective clients. 

I know a politician who serves gratis as 
secretary of three organisations. The work 
is onerous, but every member of each asso- 
ciation is a voter. 

I know a young man who makes himself 
useful in money-raising campaigns, assisting 
charitable associations, in any committee 
work that is offered. This course has been 
the means of giving him a wide acquaint- 
ance, and when his name is mentioned, it is 
generally with a pleasant comment. This 
advertising has paid because the young man 
has won several promotions, and it is pre- 
dicted that he is on his way to a partnership 
in the company in which he started as 
office boy. 

The time has been reached when the 
doubted claim of twenty years ago is an un- 
doubted fact — it pays to advertise. But 
it also pays to study the how, when and 
where of the subject. 

EFFICIENCY 

Efficiency has been the watchword of 
business progress in recent years. Time- 
and labour-saving devices are constantly in- 
troduced into factories, and men's work is 
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studied with the view to increasing the qual- 
ity and quantity of labour each man per- 
forms. 

During the past decade modem methods 
in business have developed a new profession, 
— that of efficiency engineer. Companies 
are employing these engineers to investigate 
the existing conditions in their institutions, 
to cut down waste, increase efficiency and 
build up earnings. In numerous instances 
the results have been astounding. Thanks 
to the efficiency engineer, many companies 
have been able to greatly increase their 
profits and at the same time benefit the wage 
earner. 

What does the efficiency engineer do? 
Could the owner or manager of the company 
do the same ? These are questions that this 
chapter will discuss. 

In the first place, an efficiency engineer 
comes into a business house as an outsider. 
This fact is most helpful to him in some 
ways ; in other ways it is detrimental. Be- 
ing an outsider, he will have no prejudices. 
This is highly important. He will not be 
in the rut that the concern has made for it- 
self through the practice of its established 
methods. There are no personal influences 
to handicap him and no traditions to warp 
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his views. On the other hand, an investi- 
gation limited to a few days or weeks will 
not permit him to know a particular busi- 
ness house thoroughly, to understand its re- 
lationships with other houses, to become 
closely acquainted with its personality, and 
to appreciate the wheels within wheels of 
its organisation. 

The efficiency engineer, however, if he is 
capable, will be able to discover any leakages 
of waste time and waste labour that may ex- 
ist, and prescribe a system, based upon sound 
business principles, that will mean increas- 
ing success. 

If the owner, or general manager, of a 
company is strong enough to throw aside 
prejudice and assume toward his company 
the mental attitude of an outsider, he can 
accomplish much the same results as the 
efficiency engineer. He will not, however, 
have the advantage of being able to compare 
conditions with those in other companies. 

Let us say that the general manager of a 
manufacturing concern decides to make a 
systematic attempt to increase profits. He 
realises that the first thing to do is to in- 
crease efficiency. To increase efficiency he 
must first investigate present conditions, 

not the present conditions of any one depart- 
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ment, but all along the line. Even the most 
successful department of a business may 
sometimes be operated with a low degree of 
efficiency. Because a department is success- 
ful is no reason why it should be neglected. 
Instead, an effort should be made to increase 
its degree of success through higher effi- 
ciency. 

Never let well enough alone when you 
can make it better ! 

In suggesting ways of procedure in mak- 
ing investigatipns, systematising and devel- 
oping progress, this chapter will avoid tech- 
nicalities and deal with the subject in so 
general a manner that most of the sugges- 
tions may apply to a manufacturing concern, 
a wholesale house or a retail store. 

First of all, the manager should look into 
time efficiency. Unless the organisation 
has been directed by a master of discipline 
and a student of modem methods, there is 
in all probability time waste. In most com- 
panies there is much time squandered be- 
tween departments. Few factories are ar- 
ranged with a view to the saving of time and 
energy in carrying materials from one de- 
partment to another, and few organisations 
have been planned with a view to having dif- 
ferent departments communicate with each 
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other with the least waste of time and energy. 
Possibly, the general manager in question 
will recognise these facts and rearrange one 
or more departments, giving greater space 
here and less space there, and he may find 
ways of systematising the communication 
between department heads and those under 
them and between the general manager and 
the department heads. 

Then he will study the individual worker 
to see if he is wasting time. There are two 
ways in which an individual worker wastes 
time. One is wilfully, and the other is 
through lack of time-saving machinery or 
time-saving methods. 

In the first case the worker is, of course, 
to blame; in the second case, the fault is 
higher up. 

The manager should always keep in- 
formed with regard to time-saving devices 
and methods, and install them where he can 
with profit. 

Labour waste, through inefficient manage- 
ment, is common in almost all large estab- 
lishments. In his investigation, the man- 
ager should study each individual to see if 
he is putting forth the right amount of 
energy and if that energy is being exerted 

in a manner calculated to bring about the 
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most profitable results. He should investi- 
gate for the purpose of determining whether 
or not labour-saving devices here and there 
could increase efficiency and warrant the 
necessary outlay for their purchase. He 
should study the placing of material, so that 
labour will not be wasted in its handling. 
Every move a man makes should be in the 
direction of achievement with the least pos- 
sible waste. 

Some efficiency engineers contend that 
every workman should be taught the motions 
he is to make and then go about his work 
very much as a machine. Some business 
men argue that this system is harmful rather 
than helpful. It is for each manager to 
decide, and he should be broad CHOugh to 
consider deeply every theory that offers any 
promise of success, whether or not he even- 
tually adopts it. 

Sometimes an expert workman can ac- 
complish the same results as two ordinary 
workmen and can be employed for less pay 
than the combined wages of the two. 
Sometimes three ordinary workmen can ac- 
complish the same results as two experts and 
can be employed for less wages than the 
two. 

Time is frequently lost through unsystem- 
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atic planning. In fact, in some companies 
the stopping of work in a department for 
several hours is a frequent occurrence. The 
workmen are stopped because material is 
not ready, or the work has not been prop- 
erly planned. 

These and similar points should have 
the careful consideration of the investi- 
gator. 

The third subject to have the scrutiny of 
the manager should be material. He should 
know if it is of the right quality, purchased 
at the lowest cost for that quality, and if the 
quantity in stock is sufficient for needs with- 
out requiring unnecessary stock room. 

He should investigate the amount of 
waste, with the view to cutting it down to 
the most practical amount. Some compa- 
nies eliminate waste at the expense of time 
and labour, which more than offset the sav- 
ing. There is a happy medium somewhere. 
It is the manager's duty to find it. 

One of the greatest marks of business 
progress is the utilisation of practically 
everjrthing. When cattle are killed at the 
stockyards, every part of the animal is used 
for some purpose. In a number of busi- 
nesses the profits made from the use of by- 
products, which were formerly considered 
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waste, exceed the earnings from the manu- 
facture of the original product. 

It is for the manager to determine to what 
use he might put his waste material, or if he 
cannot use it to advantage, to learn how to 
dispose of it at the greatest profit. 

When the investigation turns to the sub- 
ject of records, the majority of managers, 
unless they have recently installed record 
systems, will find efficiency at a low tide. 
By records is not meant ordinary book- 
keeping alone, but records of cost, depart- 
ment achievements, individual achievements, 
of the time and labour required this year, 
last year and the year before, and many 
other records depending upon the nature of 
the business, in order to give the manager a 
true guide as to future plans. Some com- 
panies that have recently installed cost sys- 
tems have found that they have been losing 
money for years in certain departments 
where they have been bending their efforts 
to increase business, ignorant of the fact 
that increased business meant increased loss, 
while other departments, regarded as not 
particularly profitable, have really been the 
mainstays of the concerns. 

A large company without a fairly accu- 
rate cost knowledge of each department, is 
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groping m the dark. Of course, for diflfcr- 
ent businesses, different cost systems may 
be used, but in every business house there 
should be complete records that will enable 
the manager to know just how profitable or , 
unprofitable is every individual feature of 
the business. 

In investigating the present conditions of 
a company there is one item of great im- 
portance very often forgotten. That is, in- 
itiative efficiency. 

By this is meant, the planning, the execu- 
tive control, the opening of new trade rela- 
tions, the strengthening of business friend- 
ships, the advertising, not only through 
printer's ink, but through the moral char- 
acter of the company, the efforts made to 
advance the spirit of loyalty and co-opera- 
tion on the part of all associated with the 
institution, and new ideas on the road to 
progress. 

Too many companies are journeying 
along, working upon the principles that were 
successful a score of years ago. They know 
that to-day they are maintaining a high de- 
gree of efficiency and are still declaring 
dividends. Most of these companies are 
satisfied to run on in the even tenor of 
their ways. But many of them are doomed 
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to failure unless they quickstep into the line 
of progress in the near future. If their 
rivals are imbued with the new business 
spirit of the present, always reaching out for 
new ideas, new methods, new machinery, 
new fields to conquer, then the institution 
suffering from " conservatitis '* must either 
fall by the wayside, or forsake old traditions 
for modern systems. 

Initiative efficiency is an important item. 
There are many companies that spend 
practically all of their time in keeping up 
instead of pushing ahead. The mistake is 
too often made of planning for the present. 

Planning should be done for the future; 
achieving should be done in the present. 

The manager should study every execu- 
tive in the company as to his initiative effi- 
ciency. The popular idea of a department 
head is a boss. The popular idea as to his 
duties is getting the most work, in the least 
time, at the least expense, performed by the 
men and equipment in his department. This 
superintending is very important, but should 
by no means constitute the whole duty of a 
department head. 

In his investigation, the manager should 
learn if each department head is fulfilling 
his duty and also if he is continuously study- 
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ing how his department in itself and in re- 
lation to the rest of the institution, can be 
made more valuable. He should find out 
if the man has a vision of greater accom- 
plishment, if he is studying time-saving, 
labour-saving and material-saving methods, 
if he is raising standards by introducing new 
ideas. If the department head is not work- 
ing along all of these lines, the initiative 
efficiency of the concern is suffering. 

And so, every man, no matter how great 
or how small his executive authority, should 
be educated concerning initiative efficiency 
and encouraged to suggest new ideas. 

The manager's investigation may carry 
him along lines not suggested here, depend- 
ing upon the nature of the business. But 
the topics discussed in general are the ones 
where leakages are most frequent through 
the lack of high efficiency. 

When the investigation is concluded, the 
manager should write a complete report for 
himself, if not for the board of directors: 
The findings will form a valuable record for 
comparison when the next report is ready. 
He should make his report as complete as 
possible, because he has carried on his inves- 
tigation with the mental attitude of an 

outside expert. When the investigation is 
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over, he is very likely to be totally absorbed 
by the attitude of the general manager. 

After the investigation comes the sys- 
tematising. Wherever he has found short- 
comings, it is his duty to increase effi- 
ciency. 

The simplest and only practical way to do 
this in most institutions is to establish stand- 
ards, standards regarding time, labour and 
the use of materials. If the company 
has been working according to standards, 
the manager should attempt to improve the 
system so the standards may be raised. 

In making every change there should be 
an accurate record for future reference. 
Each department should be systematised in- 
dividually, and all of the departments col- 
lectively. One weak department among 
several strong ones, reduces the force of an 
organisation. 

In the increasing of the initiative effi- 
ciency of a company, the manager will gener- 
ally find his hardest problem. It is possible 
to bring time efficiency, labour efficiency and 
material efficiency to a degree that will sat- 
isfy, but initiative efficiency knows no 
bounds. It can be carried on and on, intro- 
ducing new ideas, new methods, new oppor- 
tunities, without end. It does not depend 
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upon machinery, nor system, but upon men- 
tality. A new idea is often worth thousands 
of dollars to a company, and yet practically 
all executives are asked to work along estab- 
lished ideas, instead of being encouraged to 
find new and improved ideas. 

It is related of John D. Rockefeller, that 
it was his custom to stop at the desk of an 
official of the company and ask him what 
he was doing. Then he would give this ad- 
vice, " Don't do the work that you can get 
a subordinate to do. Spend as much time 
as you can in planning how to make money 
for the Standard Oil Company." 

If similar advice was followed by execu- 
tives generally, there would be far more 
prosperous concerns. Too much time is ex- 
pended in doing the work that a subordinate 
could do as well, and too little time is given 
to planning progress and profits. 

When the manager has completed his in- 
vestigation and systematisation, his atten- 
tion should be turned to the future, a larger 
and more definite goal in his mind. He 
should plan progress that means greater 
profits, harmony, increased business, good- 
will and confidence. He should work out 
as clear an estimate as possible of what he 
believes his company can achieve in each of 
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these directions within a given period. 
From time to time he should renew the at- 
titude of the outside expert, each time put- 
ting aside prejudice and tradition. 

If the last standards were in some cases 
too low, he should raise them ; if too high, 
he should determine the fault. If they were 
too high because he had been over-sanguine 
in establishing them, then of course he 
should lower them. And all the time he 
should have in his mind the spirit of prog- 
ress. 

If a board of directors has a manager 
who can do these things, there will be no 
need of an efficiency engineer. If, on the 
other hand, an efficiency engineer is em- 
ployed, he will either suggest improvements, 
or else he will find no places where improve- 
ments are necessary. In the first case, his 
suggestions may or may not be accepted. 
One good suggestion would probably be 
worth more than the expert's fee. If he 
offers no suggestions that the board of direc- 
tors believes to be advisable, then the board 
will feel greater confidence than ever in its 
organisation and its methods. Whether or 
not an expert is employed, every general 
manager will find it of great advantage to 
assume, as far as he is able, the attitude of 
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an outsider to investigate, systematise and 
plan progress. 

SALESMANSHIP 

Salesmanship has been made the subject 
of numerous volumes, and, like advertising, 
it involves continuously improving methods. 

A few years ago, about the only instruc- 
tion given to a salesman was to sell. To- 
day, he is told to do as much as he can to 
promote a permanent relationship between 
buyer and manufacturer. He is cautioned 
against false claims even though they would 
lead to a big margin of profit. His com- 
pany knows, however, that a big margin of 
profit on one sale is a very small thing com- 
pared to the practical friendliness of a pros- 
pective customer. 

It is the policy of the best concerns of the 
day to manufacture their goods well, to 
make their prices fair, to represent things as 
they are, and then, with honesty of purpose 
and enthusiasm of method, to create trade. 

Not long ago, the salesman was an em- 
ployee whose work, for the most part, was 
entirely separated from that of the rest of 
the organisation. To-day, the salesman is 
very closely related to most of the other de- 
partments of the business. Of course, it is 
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necessary for him to do team-work with the 
advertising department, because the ultimate 
object of both is to sell goods. It is his 
duty to assist the manufacturing department 
by reporting experiences and opinions he has 
found in his travels. And so it might be 
pointed out that the .salesman is now in close 
relationship with nearly all departments of 
the organisation. 

Instead of one type of sales-agent, as in 
earlier days of industry, there are now three 
important types: the man, written words, 
whether through letters or printer's ink, and 
the telephone. I know of a wholesale house 
that transacts a large part of its surburban 
business through the medium of the tele- 
phone, with less expense and greater returns 
than when it employed men for the same 
purpose. 

There are many similar plans of salesman- 
ship, feasible in some instances, impractical 
in others, but at least worthy of investiga- 
tion, concerning which the modern business 
man should keep well informed. 

ORGANISATION 

With the slogan of efficiency, a new era in 

organisation was started. Organisation will 

never be a science governed by rigid rules, 
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Every business manager has his own ideas 
concerning the most effective arrangement 
of his men and Jiis departments. Neverthe- 
less, new ideas concerning systematic or- 
ganisation have recently had widespread 
effect. Many corporations, ponderous, and 
with departments scattered territorially, are 
successfully managed through organisations 
developed to a surprising degree of com- 
pleteness. Armies have never been gen- 
eraled as many of these companies are di- 
rected. 

A successful organisation depends upon 
the efficient arranging of departments, the 
selecting of the right men for the right 
places, and the ability to re-arrange depart- 
ments arid men to best suit fluctuating de- 
mands of the business. 

SAVING AND INVESTMENT 

A few years ago, whenever a ricH man 
was asked the strongest reason for his suc- 
cess, " Saving ** was the invariable answer. 

Saving is still an admirable trait, ii not 
carried too far. Unfortunately, many think 
it is a term that cannot "be dissociated from 
money. There are thousands of people 

who, to save a dollar, take ten dollars out of 
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joy and comfort and self. Some take it 
out of their families and friends. 

Saving can become a mania. It's the 
mania that makes misers. When a man has 
an opportunity to spend, he should not save 
because of the principle of saving. He 
should compare the ultimate results, not only 
financial, but of every sort, and then deter- 
mine whether or not he will spend. 

I know a millionaire whose saving habit 
has trained him to such a degree that when 
he buys ten dollars' worth of pleasure it 
costs him ten dollars in money and more 
than twice that in regret that he had to give 
up that money. 

The successful man does not try so ener- 
getically to make the dollar go as far as he 
can, as to make more dollars. 

The saving habit is an extremely danger- 
ous habit to cultivate without moderation. 
If a person merely saves for the sake of 
saving, that person makes himself a martyr 
to saving, and necessary spending, in his 
case, is an3rthing but a i^leasure. 

Every saving should be an investment. 
That is, no one should lay by his accumula- 
tion of money in a ginger jar, a stocking, or 
in unremunerative investment. Of course, 
it is worse still to place money in an imsafe 
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venture. The opportunities for investment 
to-day are numerous and widely varying in 
their degree of safety. 

Glowing promises of large dividends are 
becoming less and less effective, because 
most men know that propositions that pay 
big returns rarely have to advertise for 
backing. There are banks, insurance com- 
panies and other institutions continuously 
looking for opportunities to invest where 
is promised a fair rate of interest and a 
guarantee of security. If an opportunity 
to invest, offering more than bank interest, 
is presented, a man should investigate care- 
fully and assure himself that all features of 
the project are desirable before he invests. 

Insurance is one form of saving, or in- 
vestment, that should have the interest of 
every man, the amount of his investment in 
this line depending upon his personal affairs. 
Each man is a special case. 

The question of saving and investing in- 
volves many features that cannot even be 
touched upon here. Suffice "it to say that 
the small investor should place his money 
where it will be safe and pay him a fair rate 
of interest. The large investor, because of 
his greater influence and financial force, 
finds it easier to make investments that are 
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both safe and highly remunerative. He can 
afford to take " fliers/' too, where the de- 
gree of safety is less and the interest greater, 
but good business men are coming to look 
upon " fliers " as poor business, much akin 
to gambling. 

Banks, insurance companies, real estate 
concerns and investment brokers, are issu- 
ing great quantities of interesting printed 
matter relating to saving and investment, 
some of it, naturally, prejudiced in favour 
of the business advertised. The book stores 
and libraries contain a number of excellent 
works upon the subject, so that he who reads 
may know how and where to invest his 
savings. 

HUMAN NATURE 

It is not suflicient that a man know the 
laws of business and how to apply them, in 
order to win success. He must have knowl- 
edge of human nature. 

In every proposition where other people 
are concerned, a man should not only study 
the proposition and the laws according to 
which it can best be handled, but he should 
also study the other people. 

In a game of whist, two experts playing 
according to the best rules will sometimes 
be defeated by two novices who stumble 
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through poor playing into victory. This is 
not a common occurrence, and in business 
luck has a much smaller chance. However, 
knowing those with whom one transacts bus- 
iness, understanding their methods, appreci- 
ating their weaknesses and placing a true 
value upon their strength, will greatly aid 
in planning procedure and carrying on a 
successful relationship. 

A man may understand a proposition 
thoroughly, and handle it successfully the 
first time, but when he undertakes the same 
propositipn with other people, he may find 
many new aspects confronting him. 

I know a man who handled an important 
proposition in three different cities. In each 
instance the proposition was exactly the 
same, and yet, owing to the fact that differ- 
ent people were involved, he found in each 
case that his hardest work was along 
strangely different lines. The mental atti- 
tudes »of those interested were different in 
each case. 

The relationships of the men and local 
conditions, while having absolutely no place 
in the proposition, proved to be in two in- 
stances points that necessarily received more 
attention than any part of the work for 

which my friend was engaged. 
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The study of human nature is particularly 
important on the part of salesmen. The 
selling of goods does not depend entirely 
upon quality and price. Some salesmen can 
dispose of goods that are no better than 
others in the same line at^the highest price, 
because they tmderstand human nature, they 
know how to approach prospective custom- 
ers, they know whom to flatter, whom to 
entertain, whom to convince through argu- 
ment, or, in other words, they know how to 
judge a customer, and once, having found 
his gauge, how to deal with him. Such 
salesmen are paid large salaries, not alone 
for their business knowledge — * others in the 
same companies may know the laws of trade 
as well — but for their knowledge, power of 
application and particularly their under- 
standing of human nature. 

I remember being in a lumber office and 
hearing the proprietor give an order to the 
general manager. 

" I want you to send Frank east by the 
next train, to sell that consignment of oak 
to old man Jones,'' he said. 

" But," remonstrated the manager, 

" Frank hasn't been with us a week, and he 

doesn't know how to sell lumber." 

"No," laughed the proprietor, "but I've 
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talked to the boy, and he'll know how to 
sell Jones." 

In other words, this proprietor valued 
salesmanship higher than his goods. It is 
unfortunate, but it is true, that knowledge 
of human nature has enabled many good 
salesmen to unload inferior goods. 

It should be part of the study of every 
employee to learn how to please those in 
higher positions. Such study is often re- 
warded with promotion. 

It should be part of the study of every 
employer to learn as much as possible con- 
cerning the human nature of employees. 
It is only within a comparatively recent 
time that the human side of the employee 
has been given serious attention. 

After a period of many years, during 
which practically all possible systems of 
grinding work out of help were used, a new 
method was tried. This meant asking co- 
operation, instead of demanding certain 
accomplishment. 

An appeal was made for loyalty, and the 
spirit of friendliness displaced the attitude 
of compulsion. Welfare work was insti- 
tuted, and now efforts are made by many 
companies, not only to render pleasant the 

working hours of employees, but their lives 
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as well in and out of the store or factory. 

This transition period of uplift has been 
due to the study of human nature. It isn't 
entirely a moral change ; it is a business de- 
velopment. It has been proved that an em- 
ployee, taught to respect himself and feel 
a loyalty to his company is worth far more 
to that concern than an employee driven by 
a boss. On the other hand, it isn't entirely 
due to business reform that the human side 
of working people is having attention. The 
iwave of moral betterment that is sweeping 
over the entire business world also has a 
share in these advanced conditions. 

The way to study human nature is 
through making capital of one's experiences 
with other people. Too many men take 
snap judgment in estimating the people with 
whom they do business. It is often a good 
policy for a man to imagine himself in the 
place of his business relations in order to 
get as nearly as possible their viewpoints. 
He should estimate their characters and 
study in his negotiations the best methods 
of advancing his interests. 

The advertising man should be a keen stu- 
dent of human nature. This is necessary 
in order that he may prepare copy that will 

obtain attention and awaken desire. 
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In fact, every business man, in no matter 
what line, will find that knowledge of human 
nature is an asset that will help him on his 
way to success. 

PROPORTIONS 

The ability to judge relative values has 
aided many men to achieve business success, 
and on the other hand, a greater number are 
being retarded through lacking what i^ com- 
monly called a true sense of proportion. 

When a proposition confronts a man, he 
should determine before taking his first step 
the relative values of all elements of that 
proposition. 

Some men devote hours to an element of 
minor importance and minutes to elements 
of major importance. Very often a proposi- 
tion offers some work that is pleasant for 
the individual to do, or is very easy of ac- 
complishment, and other work, which is far 
more necessary, but unpleasant or difficult 
of accomplishment. Too often, the individ- 
ual seeks the line of least resistance instead 
of the work that should be done first. 

Very often something in a proposition 

causes a. man to worry, whereas, if he should 

stop to use his sense of proportion, he would 

find that this something is of so little sig- 
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nificance in comparison with the entire 
proposition, that it is scarcely worthy of his 
attention, let alone worry. 

If any element of a proposition worries 
a man, it is invariably true that this element 
becomes greatly magnified in the man's 
mind, causing him to overestimate its rela- 
tive value. 

Experience in handling big things develops 
the sense of proportion as nothing else can. 
For doing big things makes a big man, and 
a big man tramples down petty annoyances. 

Not all men have the privilege of handling 
big things, but there is no reason why every 
man cannot go into training by handling the 
affairs that do come under his jurisdiction. 
Sense of proportion can be developed in 
business, at home, at play. Every man has 
at least three big propositions : one is, him- 
self ; the second, his time ; the third, his goal. 

In another part of this book we have 
shown how a man should consider himself as 
a proposition, judge fairly his personal qual- 
ities, which are the elements of this propo- 
sition, with the view to building up a whole 
man. There are too many one-ideaed men, 
too many narrow men, too many self-cen- 
tred men. 

What does this mean? The one-ideaed 
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man has lost sense of proportion in his 
vision. Instead of enjoying the widespread 
fruits and opportunities of a broad life, he 
confines himself to a rut. The self-centred 
man fails to realise the relative value of him- 
self compared to other people and other 
things. He magnifies his own importance. 
He's of little value to the rest of the world 
and hence, to himself. 

And so we might go on to show how false 
sense of proportion is manifested on every 
hand. The cowardly man magnifies the im- 
portance of fear ; the miserly man, of mon- 
ey; the conceited man, of self; the fussy 
man, of trifles. In fact, consider any man 
whose faults are apparent, and you will find 
him lacking in true sense of proportion. 

An almost equally big proposition that 
confronts every man is his time. He should 
be most careful in planning to make his 
hours as useful to himself as possible. Few 
men have ever given serious thought to the 
relative amounts of time that should be 
given to various purposes. Some men sleep 
too long, some too little. From what ex- 
perts claim, we are led to believe that more 
than ninety-five per cent, of men devote too 
little time to eating, and, what is worse, in 

too short a time they eat too much. Busi- 
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ness time is supposed to be regulated by 
office hours, and yet many men carry their 
work home with them, take from time that 
should go for recreation and put it into 
work. 

Through lack of understanding of propor- 
tions, some men devote so much more time 
to one proposition than that proposition de- 
serves, that the fund of time to be allowed 
for other propositions and for sleep and rec- 
reation is cut far below a just proportion. 

In every man's life too much time goes to 
worry. In most men's lives too little time 
goes to serious thought and too much to 
waste. 

Some men have such a poor conception of 
relative values that they usually assign too 
much time to whatever they have in hand. 
When working, they work so long that they 
lose interest and efficiency, and when they 
play they play so long that the game be- 
comes dull. 

True sense of proportion in time realises 
in advance the approximate amount of time 
each proposition seems to merit. 

By all of this it is not meant that there 

should be a hard and fast time schedule by 

which to live. Such a schedule would tend 

to make a man a slave of time instead of 
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putting twenty- four hours a day under his 
control. The fact, however, that he is mas- 
ter of some or all of his hours, should not 
lead him to waste them. It is his duty to 
himself to arrange these hours so that work, 
recreation, eating and sleeping should have 
just proportions. 

The third big thing, in which every man 
should study relative values, is his goal. 

In the first place, the goal should be so 
firmly fixed in his mind that it will always be 
carried in his sub-consciousness. This will 
tend to make every "little thing," when 
compared with the goal, seem of insignifi- 
cant importance. In this way, fears, wor- 
ries and disappointments, which might loom 
up as discouraging obstacles, will appear in 
their true and inconsequential proportions. 
The various elements of the goal itself 
should be considered, so that the man will 
know which of these elements should urge 
him most strongly in his striving for success. 

For example, a business goal involves 
money and position. Some men would pre- 
fer a $3,000 salary, with a position that car- 
ries with it honour and enjoyment, to a 
$5,000 position of an unpleasant character. 

And so it is, that every man can train his 
sense of proportion in regard to three big 
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things of direct interest to him : himself, his 
time and his goal. 

Propositions are continually coming into 
the life of every man. To the individual 
that they concern^ whether the man is a cap- 
tain of industry or a day labourer, these 
propositions are very important. If he is 
willing to sort out the various elements and 
arrange these according to their relative 
values, oftentimes problems are solved, and 
the proposition is either abandoned or taken 
up with confidence. 

For example: A man has a steady job 
that pays him one thousand dollars a year. 
His associations are pleasant ; he believes his 
superiors are just, and he has reason to sup- 
pose that, as his ability advances, so will his 
salary. One day he is offered the oppor- 
tunity of going to work with another house, 
starting in with a salary of twelve hundred 
dollars a year. Some men would jump at 
the new chance without ten minutes of seri- 
ous thought Other men would decide the 
question after a consultation with their 
sense of proportion. 

Let us suppose the man in question in- 
vestigates the new position and sets down 
the points we have mentioned in favour of 
his present job. Then he will oppose these 
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points by the fact that the new job offers 
two hundred dollars a year more. His in- 
vestigation leads him to discover that the 
place offered him was recently filled by a 
capable man who left of his own accord, 
claiming that the manager was unreasonable. 
A glance about the room where he would be 
expected to work shows that no efforts are 
made to provide comfort for the employees, 
and a chat with one of the latter makes it 
clear that salary raises are extremely rare 
events in the establishment All of these 
points the man lists upon a piece of paper, 
and then his proposition is simply determin- 
ing the relative values of a two hundred dol- 
lars larger salary to start with and the poor 
promises the new position holds out. 

" Two hundred dollars a year extra would 
be fine," he murmurs, " but my present place 
promises better returns for the future. I'll 
stick," he rightly concludes. 

But how many men are taking snap judg- 
ment of little and big propositions every day, 
failing to recognise true relative values! 

In our daily life, every act we do has a 
relative importance; every thought has a 
relative importance. It is easy to forget the 
relationship between one element of a propo- 
sition and the proposition itself. It might 
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be worth any man's time to pause long 
enough some day to consider his sense of 
proportion. If his memory serves him well, 
he will sum up something after this fashion : 
" I have devoted too much time to things 
that have had no direct bearing upon a big 
goal. I have worked too many years for 
the salary I was getting those years, believ- 
ing that to be my ultimate object and forget- 
ting to devote thought and energy to making 
myself worthy of a much larger salary and a 
higher position in the future. In fact, I 
know that I have always overestimated the 
things of the moment and underestimated 
the value of working for the future. I must 
admit that worry has warped my judgment 
of relative values, that I have developed 
some qualities to the detriment of others, 
and that I have distributed my time in the 
easiest, instead of the most valuable propor- 
tions. But it is never too late to improve 
one's sense of proportion, and I resolve to 
measure the value of things in the future." 



TIMES AND CONDITIONS 

The business men of to-day, especially 

those who own or direct the destinies of 

companies, should keep abreast of the times 
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and advised eonccrning the continuously 
fluctuating conditions of the business world. 
Through practical knowledge of times and 
conditions, many men have built up for- 
tunes. To be able to judge wisely when to 
buy and when to sell, is a tremendous ad- 
vantage for a man who commands big inter- 
ests. 

For example : A man may have large hold- 
ings that he can sell at once at a small profit. 
His knowledge of the times and conditions 
leads him to believe that an era of prosperity 
will come two years later ; he figures what it 
will cost him to keep his holdings in the in- 
terval ; estimates what his profits will be at 
the price he believes can be asked in two 
years, and then draws his deductions as to 
when would be the best time to sell. 

Some men, through their knowledge of 
the times, have held large stocks of materials 
for several years, knowing that by doing so 
they could derive great profits. In buying, 
as in selling, a business man should be con- 
versant with times and conditions. The 
newspapers, periodicals, stock market, and 
the association with men of large interests, 
will enable him to do so. 

The business man should always have al- 
ternatives ready to suit conditions. His 

258 



BUSINESS KNOWLEDGE 

campaigns should not be fixed for the future, 
but should be well thought out and flexible 
as regards the influence of times and condi- 
tions. 

For example : the business manager's atti- 
tude should be somewhat as follows : " My 
campaign for next year will be so-and-so, 
. provided conditions are as they are now, but 
if conditions are better or worse, I have al- 
ternative campaign plans to work in har- 
mony with conditions/' 

Times and conditions present one of the 
most interesting as well as one of the most 
valuable studies in modem business. 



WHO SHOULD ATTAIN BUSINESS KNOWL- 
EDGE? 

It has been pointed out that a man in an 
executive position should attain as much 
business knowledge as possible, and that he 
should be so conversant with a subject that 
he will know where to secure, at short notice, 
information on any point that may confront 
him. 

To be an ideal executive this is necessary. 
For a man who does not hold an executive 
office it is not necessary to have general 
business knowledge, but it is highly desir- 
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able. The very fact that the man is not as- 
signed executive responsibilities shows that 
he is not considered worthy of such trust. 

The quickest and surest way to gain ad- 
vancement is to make oneself worthy of pro- 
motion. To make oneself worthy of pro- 
motion, a man should perform his present 
duties to the entire satisfaction of his em- 
ployer, and, by acquiring general business 
knowledge, he should fit himself for a better 
position. 

When he makes his ambition known, and 
tells how he has prepared himself for more 
responsibility, he will be ready for a bigger 
opportunity, and bigger opportunities are 
continuously presenting themselves to men 
who are ready for them. 

General business knowledge will greatly 
aid a man in recognising opportunities; in 
many cases it has helped men to create op- 
portunities. In practically every case where 
a man states that the business world is hard 
and unfair, that openings are scarce, and 
that, in spite of his efforts, he can't get 
along, that man doesn't understand the laws, 
conditions and opportunities of business. 

A forcible illustration of many of these 

points came to my attention not long ago, 

when a business man who holds an executive 
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pfEce of far more than average importance 
told mc his story. 

" Do you know what a business grouch 
is?" he asked and smiled as I nodded. 
" Well, twelve years ago I was a business 
grouch, one of those fellows who was al- 
ways down on his luck and down on every- 
body who was more lucky than himself. I 
was never satisfied where I worked, and so I 
kept changing from one place to another. I 
attributed the advance of those ahead of me 
to luck and pull. I insisted I wasn't given a 
square deal, and I spent a large part of my 
time outside of working hours complaining 
about my employer, my work and business in 
general. One day I went to my boss and 
struck him for a better job. 

" He shook his head, and I asked, * Why 
not?' 

" ' Because you're not ready for it,' he 
said. 

How do you know ? ' I asked. 
The way you do your work in your 
present position, your disposition and the 
manner in which you have just come to me.' 

" For a moment I paused. I was very 
angry and came pretty near saying some- 
thing that would have cost me my place. I 

was in need of funds just then, however, so I 
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held my tongue and turned to leave the 
office. 

" ' Wait a minute/ said the boss. ' It's a 
rule of mine never to have a man leave this 
office disappointed for the want of explana- 
tion if I am able to make things clear to 
him. That rule holds equally for employees 
or outsiders. You're disappointed. You 
think you're worthy of promotion. I have 
given you reasons why you are not, and you 
don't understand them. Consequently, I'll 
make myself more clear. Take this and sit 
down.' He handed me a tablet and a lead 
pencil. * I'm going to ask you ten simple 
business questions. If you can answer six 
of them, the job you want is yours.' 

** Fifteen minutes later, I ripped off the 
two top pages of the pad and tore them into 
bits. He studied me as I handed back the 
tablet and the pencil. 

" I guess chagrin must have been written 
on my face, for he said, ' You don't nee^ to 
feel so bad about it. Eighty per cent, of the 
men in this factory couldn't pass the same 
examination.' I muttered a ' Thank you,' 
and again started from the room. 

" * Wait,' he commanded. In a few mo- 
ments he handed me a sheet of paper with 

several titles. ' If you should ever care to 
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know the answers to those questions and fit 
yourself for a good position, study these 
books. They're in the factory library. 
There is dust on the tops of most of them.' 

" Three months later the boss called me 
into his office. * How are you getting along 
with the books ? ' he said. 

" * Pretty well/ I answered, ' but how did 
you know I read them ? ' 

" ' Because I get a report once a month of 
the names of the men who draw books that 
I believe will help them in their work. The 
list isn't so large but that I can remember the 



men.' 



" Our interview ended by his giving me a 
little advance. Then I read more and 
thought more and slowly climbed higher. 

" Now that Tve got my old boss's job — 
he died a few years ago — I reach as many 
of my men as possible and tell them this lit- 
tle story. If that doesn't eliminate the 
grouches, I do it in the usual way. But in 
the ten years I've only found a half-dozen 
men who wouldn't swing their mental atti- 
tudes into near enough the right direction to 
stay with the factory." 

A man of ambition, whether he holds an 
executive position or not, will find the ac- 
quiring of business knowledge interesting, 
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broadening and highly essential to his busi- 
ness advancement. 



STORING KNOWLEDGE 

In attaining knowledge there is but one 
safe way to store it; that is by putting it to 
use. 

One must do the thing he thinks, before 
he really knows it. Agreeing with the rules 
prescribed in a book of business is not 
enough to make those rules valuable. One 
must put them into force to derive the ben- 
efit. 

Theories are of little avail in themselves ; 
they must be put to work to become prac- 
tical. 

And so, when one through printed matter, 
other people or thoughts, finds knowledge, 
he should use that knowledge to make it his 
own. 

Think! 

Act! 

Know I 
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A man is in training while he is in school ; 
his business race begins later. 

Acquiring business knowledge is of little 
consequence in itself; applying business 
knowledge is the means of achieving success. 

In attaining knowledge a man should 
classify it and should not only know a thing 
by itself but in its relation to other things. 

Never let conversation drift — steer it ! 

No matter what a man wishes to know, he 
can nearly always find some one who has 
made a study of the subject and will gladly 
give him the benefit of his years of investi- 
gation in the course of a few minutes. 

A meeting is the melting-pot of ideas. 

Enthusiasm should not be the dominating 
spirit at a meeting, but after a meeting. 

The best way to save information is in 
the memory ; the second best way in a note- 
book. 

Every thought and every act counts. In 
exerting any mental energy, one not only 
influences the object of the energy, but his 
own personality. 

An)rthing a man does is not only for the 

present but for the future. 
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To the credit of advertising wt must 
place the fact that people are enjoying better 
living than ever before. 

There are many companies that spend 
practically all of their time in keeping up 
instead of pushing ahead. 

Planning should be done for the future; 
achieving should be done in the present. 

Initiative efficiency can be carried on and 
on, introducing new ideas, new methods, 
new opportunities, without end. 

A big margin of profit on one sale is a 
very small thing compared to the practical 
friendliness of a prospective customer. 

Armies have never been generaled as 
many business houses are directed. 

Thousands of people, to save a dollar, 
take ten dollars out of joy and comfort and 
self. 

The successful man does not try so ener- 
getically to make the dollar go as far as he 
can, as to make more dollars. 

Every saving should be an investment. 

A man may understand a proposition 
thoroughly and handle it successfully the 
first time, but when he undertakes the same 
proposition with other people, he may find 
many new aspects. 

An employee, taught to respect himself 
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and feel a loyalty to his company, is worth 
far more to that concern than an employee 
driven by a boss. 

Too often a man seeks the line of least re- 
sistance, instead of the work that should be 
done first. 

Every man has at least three big proposi- 
tions : himself ; his time ; his goal. 

Times and conditions pfesent one of the 
most interesting as well as one of the most 
valuable studies in modern business. 

Bigger opportunities are continuously pre- 
senting themselves to the men ready for 
them. 

There is but one safe way to store knowl- 
edge : put it to use ! 

Theories are of little avail in themselves ; 
they must be put to work to become practical. 

Think! Act! Know! 
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PART ly 

POWER 

Through desire and will, man 
may attain the power to make him- 
self successful in business and suc- 
cessful in all life. 



CHAPTER I 

THE IMPORTANCE OF POWER 

Success in business depends upon char- 
acter, knowledge and power. We have dis- 
cussed the first two elements and have indi- 
cated their importance. In the analysis of 
the last we will find that power is an element 
that can be used, not only to advance one 
directly on the road to success, but also may 
be employed to develop character and in- 
crease knowledge. 

It is the purpose of this part of the book 
to explain what power is, how it may be at- 
tained by simple and systematic methods and 
how it may be used in winning success. 

First let us find out what power is. 

THE SOURCE OF POWER 

Where does the process of doing things 
begin ? 

A picture is painted with a brush in a 

man's hand, directed by a mind, controlled 

by a will. 

There's one step further back. 
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By virtue of wHat does the will exert its 
control ? 

By virtue of power. 

What is this power? 

When the average man is asked this ques- 
tion, he replies, " I don't know, and I don't 
care, because it wouldn't do me any good 
to know. It's just a psychological prob- 
lem." 

Poor average man! If he could have 
ianswered the question he would have been 
much more than an average man. 

A psychological problem? Yes, but a 
business problem, too, a more important 
business problem for any man to understand 
than how to earn five thousand dollars a 
year, because a business man who under- 
stands this problem and is guided by its 
teaching should soon be earning more than 
five thousand a year. 

But it will take conscientious thought to 
understand the problem and to have faith in 
its promise, and practice to make use of it. 

First of all, we must call to mind certain 
facts. 

Man thinks, and man acts. 

He does these things through power. In 
other words, the something by virtue of 
which man does anything, is power. 



IMPORTANCE OF POWER 

Man strives for success by using his 
power. 

The more power he has, the greater suc- 
cess he can attain. 

The degree of his success depends largely 
upon the amount of power he uses to win 
success. This amount he can increase. 

Then he should find out how it is ob- 
tained. 

About the only thing the average man 
seems to care about power is to get more 
of it, and yet the average man has not taken 
the pains to learn the way. 

Power-getting is just as simple and as 
sure as knowledge-getting. 

Power is spiritual. 

It is illimitable. 

Life is the something by which we live. 

Power is the something by which we 
act. 

To throw a stone, to kick a football, to 
carry a weight, is to use power diverted in- 
to physical endeavour. To answer a ques- 
tion, to solve a problem, to compose litera- 
ture, is to use power diverted into mental 
endeavour. 

But whatever we do, mentally or physic- 
ally, requires power. 

Whence comes this power no man knows. 
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What man does know is this: first, that 
to do anything he requires power; second, 
power enters his consciousness ; third, he di- 
rects it by his will ; fourth, if the power sum- 
moned is sufficient, conditions permitting, 
man will achieve that object for which he 
desires power. 

To make the explanation of power as con- 
crete as possible, let i. imagine it as some- 
thing that is all abot^t us, much like air, 
the supply being inexhaustible. We desire 
it, and it enters our consciousness. 

In performing all ordinary acts, the de- 
sire for power and the directing of this 
power by means of the will into the per- 
formance of the act becomes practically 
automatic. In fact, a man throwing a base- 
ball never stops to realise the process 
through which he has the power to throw 
the ball. He has thrown a baseball before 
many times; he is conscious of the power 
to throw it again the moment he desires to 
throw it. Nevertheless, the process in all 
cases is the same: first comes the desire, 
then the power entering the consciousness 
and lastly the will directing it into the 
selected action. 

Now that we have analysed the process 
through which power is obtained, this im- 
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portant question presents itself: how can 
power be increased? 

There are two ways : first, without under- 
standing ; second, with understanding. The 
first is the ordinary way of the average man. 

When a difficult proposition, either phy- 
sical or mental, is presented to the average 
man, his desire to master it is naturally 
much stronger than when he wishes to 
throw a baseball or do anything common- 
place. And the stronger his desire be- 
comes, the greater is the flow of power into 
his consciousness. 

Up to his mental or physical limits, the 
amount of power at his command will be 
directly dependent upon the strength of his 
desire. 

Few men ever approach the possibilities 
of their mental force. Few men realise 
their true worth, because they never awaken 
the tremendous mental force at their com- 
mand. 

The average man, not understanding the 
process of power-getting, gets it through 
his desire to do certain things. He desires 
to throw the baseball, or to solve the prob- * 
lem, not understanding that it is the power 
to throw the baseball and the power to solve 
the problem that he must first have, 
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The second method of increasing one's 
power is with understanding. This makes 
it necessary to know the process of power- 
getting and to have a practical method of 
striving for power. 

Before taking up the latter question, let 
us find out why it is best for a man to de- 
sire power with understanding of the law 
governing power. 

We will take an example. A man wishes 
to solve a problem. The problem being 
within his mental capability and his desire 
being strong enough, power enters his con- 
sciousness, his will directs the power, and 
his purpose is accomplished. 

But if this man does not understand the 
law of power, and undertakes the problem 
and solves it, what good would the knowl- 
edge of power-getting do him? He gets 
the power, anyway. 

The question is well taken. It suggests 
another. Isn't it true that many men 
achieve success without understanding 
power, even without thought as to how 
power comes to them? 

Yes. But a man tmderstanding power 
can solve a proposition easier and with more 
confidence than a man who does not under- 
stand power; a man who is now achieving 
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success can increase the degree of his suc- 
cess by understanding power. 

A man who does things with understand- 
ing is always more sure of achievement than 
the man who does things without under- 
standing. 

Let us take an example. Two men start 
on a cross country automobile trip, each in 
his own car. One understands his automo- 
bile, he knows the mechanism, he can readily 
make any simple repairs or adjustments, he 
knows how much it is capable of doing un- 
der different conditions, in fact, he is con- 
versant with every feature of the car. The 
other man can run his automobile, but does 
not understand it. Which man has the 
better chance of going the longer distance ? 

Power is that something by which man 
acts. If he understands how to summon 
power, how to apply it, under what con- 
ditions he can use it to the best advantage, 
its relationship to his desire and to his will, 
the magnitude of the efforts it will enable 
him to put forth, then that man is better 
equipped, stronger, more confident and more 
forceful than he would be without the un- 
derstanding of power- 

And sa the man who strives for success, 

not merely actively and consciously, but 

277 



SUCCESS IN BUSINESS 

with understanding of power, will achieve 
far more than if he had not that under- 
standing. 

Then, to possess the understanding of 
power is an important element in determin- 
ing the degree of success a man may achieve. 

Power-getting is a law. 

It is just as much a law as gravity or any 
of the other laws of nature. 

There are no exceptions to the law. 

It is in force one himdred per cent of 
the time. 

The law is simply this: Man desires 
power. Power enters consciousness. Will 
directs power. 

Men are continuously getting power un- 
consciously. 

In fact, the process involving the desiring, 
obtaining and directing of power has come 
to be nearly automatic in the great majority 
of our actions. When a man walks, eats, 
picks up a pencil, answers ordinary ques- 
tions, does anything that has become a habit, 
the law of power-getting works almost au- 
tomatically. 

When a man wishes to lift a stone and is 
not at all sure that he can succeed, his de- 
sire to lift it is stronger and more concen- 
trated than when he picks up a lead pencil. 
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Power enters his consciousness and his will 
•directs it into the effort. If he finds the 
task extremely easy and performs it numer- 
ous times, the desire becomes gradually less, 
the man understanding the amount of power 
required, until the process of desiring, ob- 
taining and directing power is practically 
automatic- But the law never varies. The 
process is the same in every case. 

By desiring power, man can obtain it to 
direct into any mental or physical efforts he 
selects. The strength of his desire will de- 
termine the degree of power attained up to 
his mental and physical limits. By using a 
systematic method of obtaining power, one 
may improve his character, increase his 
knowledge and enlarge his success. 

We will now take up such a method. It 
will be so simple that a child may under- 
stand it. 

Let us recall these points. Man gets 
power by desire. The power enters his con- 
sciousness. He directs it by his will. 

First of all, then, is desire. To obtain a 
thing by desire seems easy, and yet, many 
easy things have to be learned. Learning 
how to get power through desire requires 
practice. In the first place, it requires a be- 
ginning. The beginning is the step that 
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cotints most, and hence should be taken only 
with clear understanding and then carefully 
and positively. 

The beginning is desire. 

The average man hopes success will come 
to him, and waits. 

The successful man desires to win suc- 
cess, and works. 

The trouble with many men is that they 
simply want rewards, but do not desire 
them sufficiently to work for them. These 
are the average men. 

Some men desire the rewards so strongly 
that they proceed systematically along the 
best lines. These are the men who eventu- 
ally find the rewards. 

Success, then, is very largely dependent 
upon desire. It is necessary to desire in- 
telligently, faithfully, persistently. This is 
the first step towards success and hence is 
the most important. 

Desire, desire, desire I 

If the desire is strong enough, man 
should not fail. 

To cultivate desire one should form men- 
tal pictures. He should define as closely as 
his imagination will let him each of his am- 
bitions. But these ambitions should not be 

chosen in a haphazard fashion. Let the 
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man ask himself, " Where are you going? " 
Then he should determine the goal he be- 
lieves to be the most logical, practical and 
desirable. And having determined this 
goal, he should picture it frequently in his 
mind, all the time desiring its attainment 
more fervently and with greater confidence. 
This will be easy when it is part of a sys- 
tem he is to use on the road to success. In 
Itself it is ineffective, but as part of a sys- 
tematic procedure it is invaluable. 

Desire, desire, desire! 

So much for desire in general. 

In power-getting, the desires expressed, 
especially at first, should be for specific ends. 
By this is meant that when a man desires 
to become wealthy, he should not stop there, 
but should analyse his prospects to find the 
ones upon which to concentrate, and then he 
should desire the power to achieve the 
greatest possible success in each of these 
prospect? individually. 

"But every man does that," many will 

observe. 

« 

They do in the sense of the word desire, 
meaning in a general way to wish. 

To desire in the method to be outlined 

means much more than merely to wish. 

In business, desires are too infrequently 

281 



SUCCESS IN BUSINESS 

expressed tensely. That is, there is not 
sufficient desire. A man may desire to ac- 
complish something, but the degree of his 
desire for power may be wanting. The 
amount of power only comes in proportion 
to the desire expressed. 

The purpose of systematic power-getting 
is to provide the necessary power to accom- 
plish not only propositions that require a 
great amount of power, but those necessita- 
ting medium and even small amotmts. It 
is frequently easy and natural to summon a 
sufficient amount of power for a big pur- 
pose; it is often difficult to summon suffi- 
cient power for a commonplace purpose. 

A man falls from the deck of a swiftly 
moving vessel. He desires the power to 
save himself. Here we have an example 
of a genuine power appeal. The man de- 
sires with tremendous force the power to 
save himself. Power enters his conscious- 
ness so fast that he has at the command of 
his will as great an amount of power as can 
be used within his physical limits. 

On the other hand, a man desires to make 

changes in his office arrangements. He 

knows it Would be better for the business. 

He desires the changes and is about to make 

them. Just before summoning his office 
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manager he realises that the latter will suf- 
fer some personal inconvenience when the 
changes are effected. He hjiis another mat- 
ter concerning which he is to talk with the 
office manager and decides to postpone the 
suggested changes until another interview. 
The desire to make the changes remains, but 
allowing one obstacle after another to in- 
fluence his mind, the man never ke3rs his 
desire up strong enough to summon suffi- 
cient power to make those changes. 

There are thousands upon thousands of 
such instances each day, where improve- 
ments are indefinitely postponed because 
man does not summon sufficient desire to 
attain the power to put them through. 
Procrastination is a term that really means 
waiting for desire to strengthen. 

If a man should do practically all the 
worthy, useful and easy-of-accomplishment 
things he desired to do, how fast he would 
gain in all-round strength ! 

He can. There's a way to do it — a 
practical, simple way — a way that depends 
upon real desire. 
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CHAPTER II 

TOWER-GETTING 

All men obtain power through desire. 

Nearly all men desire without understand- 
ing power and without any thought as to 
systematic procedure. 

The method to be described is the system- 
atisation of desiring. 

To begin with, a man should adopt this 
method and follow it until he is strong 
enough to use power-getting at any time 
and under any conditions. 

To be able to concentrate to the highest 
possible degree, he should go into a room 
where he will be alone and where there will 
be nothing to distract his attention. 

He should close his eyes, because that is 
a practical aid to deep concentration. Then 
he should desire the power to accomplish 
whatever he has in mind ; not wish, but de- 
sire ; not long for, but desire. It may take 
him a minute, it may take him ten minutes, 
but if his desire is strong enough, he will 
derive a beneficial result the very first time 

he tries the experiment. 

285 



SUCCESS IN BUSINESS 

To make clear this simple method and 
what it really means, we will quote the ex- 
perience of a man who has been using it for 
some time and has made it a part of his 
daily life. 

" The many times I have expressed desire 
for power the conditions have been about 
the same. It has been in a room where I 
was alone. In each case I was impelled to 
ask for power by a strong desire. By clos- 
ing my eyes, I found that I could better con- 
centrate than with my eyes open. I believe 
that power enters the consciousness without 
particular purpose and then is directed into 
channels by will. I distinctly remember 
that in each of my experiences I have asked 
for power for a specific reason or reasons. 
I have been strongly imbued with faith that 
what I was doing was practical and would 
bring reward. 

" Power-getting seems to me to be simi- 
lar to prayer. In the first place, when I 
have expressed a strong desire with an in- 
tense longing, there has come confusion. 
Irrelevant subjects jump into my mind and 
irrelevant pictures cloud my vision. The 
will must drive everything from the mind 
excepting the desire and the related sub- 
jects. This very training I have found the 
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finest practice for the will. If the desire is 
only moderately strong, irrelevant subjects 
will hold sway sometimes for some minutes. 
If the desire is intensely strong, there will 
be but little interference and confusion. 
After the will wins its first battle over ir- 
relevant subjects^ I have not found difficulty 
in reviewing my subject and its necessary 
details while the desire is continuously in 
my mind. It is a remarkable fact that fear 
and worry have disappeared absolutely. 
The moment that the mind is cleared of con- 
fusion, a feeling of peace and harmony and 
confidence has come over me. 

" Sometimes, when details, in the way of 
obstacles are brought into the mind, and I 
express the desire for power to know how 
to overcome them, a direct answer is not 
given. However, these obstacles look 
smaller. The worry that has attached to 
them has disappeared, and not only during 
my experiences have these obstacles shrunk 
in importance and awe, but they have never 
loomed up in their original size again. 

" In several instances, where I have ex- 
pressed a strong desire, that desire, to the 
best of my knowledge and belief, has been 
directly answered during the experience. 

By this I mean I have determined upon a 
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course of action, feeling confident that it 
is right, practical and sure to bring me suc- 
cess, and at the same time I have formed a 
resolution to actively, forcefully and con- 
fidently achieve in my undertaking. In 
every case enough power has come into my 
mind to overcome such mental obstacles as 
doubt and procrastination and worry and 
similar weaknesses. In this connection I 
have found that these mental obstacles are 
frequently more serious than the concrete, 
tangible propositions to which they ally 
themselves. In every single experience 
have I received power. In every single 
experience power has been made manifest 
by a pleasant general feeling, by a fresh- 
ness, a stimulation, more confidence and 
courage, seemingly a better mental atti- 
tude toward things in general, especially 
a more active, direct and interested at- 
titude toward the subject of my desire; a 
clear mind, a stronger will, a better con- 
science, a higher spirit. These rewards 
have come in every instance. In a few ex- 
periences, I have said, direct answers to my 
desire-questions have come." 

The method described, without. consider- 
ing its primary element, has many practical 
advantages. In the first place, it necessi- 
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tales the use of the will. It is conducive to 
clear and logical thinking. It is a manifes- 
tation of faith. It brings out the best in 
one, a practice to which too little attention 
is being given during the crowding upon 
one another of the things of the day. It 
means judging fairly the subject matter. 
This cannot be done with a confused mind. 
Some men do not clear their minds for de- 
liberate thought once in a week. Some men 
scarcely ever think with a really clear mind. 

Judging fairly a proposition means 
weighing its elements and finding their true 
proportions. This will sometimes throw an 
absolutely new light upon the question. 
Sometimes it will confirm the earlier con- 
fused judgment which happened to be right. 
In either case it will give a man stronger 
opinions and hence more confidence. More 
Confidence in his mind will mean more con- 
fidence in his acts. Stepping out of the 
confusion of things for five or ten or fifteen 
minutes is naturally refreshing to the mind ; 
closing the eyes and really thinking is con- 
ducive to visions — business visions. 

But above all these valuable benefits is 
that of increasing, strengthening and up- 
lifting one's spirit. For drinking in, as it 

were, drinking power into the consciQUsnes§ 
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to place at the control of one's will is estab- 
lishing a more confident, enthusiastic and 
higher spirit. An over-practical mind may 
belittle spirit and enthusiasm as strong busi- 
ness assets, but it cannot deny the force of 
concentration and the other benefits derived 
through the described method of power- 
getting. Let even the over-practical man 
practice this method for the purpose of ob- 
taining clear thought and the solution of all 
mental problems. Then, whether he ex- 
pects it or not, he will find that he is ob- 
taining power in the form of spirit, enthu- 
siasm and confidence. 

Continued practice of power-getting in 
the manner described, will enable one to 
consciously draw power to place at the dis- 
posal of his will, with his eyes open, in a 
room where there are many people, at any 
time, under any conditions. It is a mere 
matter of concentration, backed by faith. 
The quiet room and closed eyes are con- 
ducive to concentration and hence greatly 
assist the novice in power-getting. 

Every man obtains power through desire. 

Practically all men do it unconsciously. 

The man who develops the suggested 

method can go far beyond his possibilities 

tmder the ordinary unconscious method in 
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developing his character and increasing his 
success in business. 

Few men realise their present possibilities. 

Every man is capable of more than he is 
achieving. 

Many men are capable of several times 
what they are now achieving. 

These statements are not theories. They 
are the results of the observations of those 
who have studied the question. 

When opportimities have been presented 
for great deeds, men have surprised them- 
selves and the world by the magnificence of 
their achievements. 

The inventor, desiring, obtaining and di- 
recting power, gives the world something 
new to use. The author, desiring, obtain- 
ing and directing power, gives the world 
something new to read. The athlete, de- 
siring, obtaining and directing power, estab- 
lishes new records. 

A man's thoughts have carried him in a 
certain direction to a certain point to-day. 
By desiring, obtaining and directing power, 
he can go further in the same direction to- 
morrow. 

A man has iachieved certain success in 
business. By systematically desiring, ob- 
taining and directing power, he can go 
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further and further on the road to suc- 
cess. 

Through the knowledge of power-getting 
a man will undertake and accomplish much 
more than he would dare to tmdertake not 
understanding power-getting. 

The question naturally arises, how can a 
man feel confident that he can secure power 
to accomplish things? There is just one 
satisfactory way and that is by tr3ring. He 
is confident that when he wishes to throw 
a baseball he can do so; that when he is 
asked to multiply two numbers together he 
can solve the problem. This is because he 
has accomplished similar propositions be- 
fore. 

But when a new and difficult proposition 
is presented, many men refuse even to try 
to handle it. They may feel that it is with- 
in their mental and physical limits, and yet 
they fear to undertake it. 

Not so the man who understands power- 
getting. If the proposition is within his 
limits, he knows he can summon the power 
to accomplish the purpose. 

But let there be no misunderstanding 
about the proposition. We have empha- 
sised the fact that desire is the fundamental 

clement. Let it not be understood that it 
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is the only element. The man who desires 
the power to obtain money and sits waiting 
to have it thrown into his lap is ignorant or 
crazy. The man who asks for power to 
earn money by actions controlled by his will, 
provided his desire is strong enough, will 
obtain that power and then the money. 

Increasing power can go on without end, 
depending only upon the human qualities of 
man. 

To better understand power-getting as a 
business method, let us watch a man who 
figures that as an investment it is worth 
several thousand dollars a year to him. 

He sits in his office alone and thinks over 
every practical thing he desires. Then he 
makes a list. He takes Number i, closes 
his eyes and desires power to attain it. 
Now if it's a ten dollar article, that man 
doesn't figure out ten dollars' worth of de- 
sire. He desires that article just as hard as 
he can. In a few minutes he has a pretty 
clear conception of how he will proceed, 
and when he opens his eyes, he knows the 
first step he will take and is confident that 
he has the necessary power. 

He takes Number 2 on the list, and he 

goes through all of the other articles or 

propositions in the same way. Sometimes 
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the closing of his eyes and heart-and-soul- 
desiring give him a new viewpoint, and he 
decides that a proposition isn't worthy of 
being treated in this way. Then he strikes 
it from the list. 

The process is worth so much to him it 
might pay us to watch him use it, because 
it may be worth any man's time to do the 
same. 

It's twenty-five minutes past four, and the 
man's desk is clear. This man makes it a 
practice to devote as little time as possible 
to the affairs of his office that require rou- 
tine work, signing letters, reading corre- 
spondence, dictating and talking with asso- 
ciates. He told me that he could hire other 
people to do all but two things; one was 
initiative thinking, the other inspiring en- 
thusiasm. 

" I've cut my office time from eight to 
six hours," he said, " but I'll be able to re- 
duce that to four within two years, without 
decreasing my net effectiveness." 

This description of the man has nothing 
to do with what I am about to tell, only it 
gives a little insight into the kind of man 
he really is. 

It's twenty-five minutes past four. The 
man has a notebook in one hand and a pen- 
cil in the other. For five minutes he makes 
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cmtrics, about one a minute. When he fin- 
ishes, the page reads as follows : 

"Strand Mine deal 
Harshaw's vacation 
New building 
Henry — camping 
Mary's birthday." 

He looks at the first entry and closes his 
eyes for three minutes. Then he draws a 
tablet from a desk drawer and makes sev- 
eral notes. 

He glances at the second entry, closes his 
eyes again for about two minutes, then 
opens them with a smile. After glancing 
at the third entry he keeps his eyes closed 
less than a minute. He spends three minutes 
on the fourth entry and on the fifth not 
more than fifteen seconds. 

Then he looks up with a smile and says : 
" No doubt this seems odd, if not foolish, 
to you. But strange as it may seem, the 
important affairs of my business and my 
home life, too, are settled here in this way. 
The best way to make my plan clear to you 
is to tell you what has just happened.*' 

He held the page of the notebook toward 
me. " You will note five entries," he said. 
" Each one of those entries represents a 
desire. It took me about five minutes, I 
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believe, to write them down here. It used 
to take me a good deal longer than that 
when I began, a fact that made me feel 
that we humans don't desire things as much 
as we think we do. In fact, the third day 
I remember, for the life of me I couldn't 
think of more than two things I desired. 
The same night when I went to bed I could 
recall twenty, and then I figured out that 
an engagement I had that evening was more 
in my mind than my desire at the time I 
made my entries. 

" You see this little proposition of writing 
down your desires is a good developer of 
concentration. I only list the things now 
that I can call to mind in five minutes. If 
they aren't strong enough to come to mind 
in that time, I figure out they can wait until 
the next day. Desires are queer things I 
have found since I began studying them. 
You see I made a list of five to-day, while 
yesterday there were eleven and the day be- 
fore only two. 

*' But to explain my system. Let me see. 

The first desire to-day is entered as * Strand 

Mine deal. That's a big desire, too. I 

desire the power to get control of the Strand 

Mine. I own a little stock now, but I want 

a whole lot more, and there's none in 
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the market. For the life of me to-day, I 
couldn't see any way to succeed, but the de- 
sire hung on. Well, during the three min- 
utes I had my eyes closed, I worked that de- 
sire up into as near fever heat as I could, 
and then I got an answer. You saw me 
make a couple of notes after I opened my 
eyes. Til read them to you. * Broker, 
stocks, friendship.' Now that means there's 
a certain broker who does business with the 
heaviest stockholders in this mine. If any- 
body can get at their stock, he can. Now 
Fm going to let him handle some stocks of 
my own and I'm going to make a friend of 
him. Then, if any of his clients want to 
sell, he can represent me and close the trans- 
action without putting the stocks on the 
general market. That doesn't sound like 
getting much nearer the ownership of the 
mine. But let me tell you something. It's 
making every effort you can to get a little 
nearer that brings you eventually to your 
goal. I gave up a long time ago neglecting 
what were apparently small advantages. If 
a goal's worth while, it's my rule to ap- 
proach it as nearly as I can from every di- 
rection, and it's been surprising to me to find 
out how often I've reached it from the most 
unexpected side. The second note is *Let 
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H. have his way.' Now H. is one of the 
biggest stockholders in the mine. He wants 
to buy a piece of property I own. His 
offer is two thousand dollars shy of what I 
think it ought to be. But I'm going to let 
him buy at his own price. This concession 
on my part will be appreciated by him, and 
when I make him an offer for a block of 
his mine stock, he may sell. I don't say 
he will sell, understand, but it's getting 
closer to mine stock from another angle. 
You see, I've made two advances on the 
stock in three minutes. But enough of that 
entry. 

"Number 2, 'Harshaw's vacation.' 
Harshaw is our general manager. His 
vacation time is due next month, but I don't 
feel that I can spare him then. Of course, 
I have the authority to tell him to remain, 
and he'll remain. That's the kind of au- 
thority I used to exercise. But my desire 
is to have the power to ask Harshaw to re- 
main so as to make him want to do it. 
Harshaw hasn't got an automobile. I'm 
going to take my family away next month. 
I've been wondering how to keep my chauf- 
feur busy. I know now. He and one of 
my cars shall be put at the disposal of Mrs. 

Harshaw all of next month. I guess he'll 
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be willing to take his vacation in September 
under those circumstances. 

"Number 3, 'New building/ We're 
contemplating a new building for the com- 
pany. One of the directors opposes the 
proposition, because he doesn't favor the 
site. The real reason is because he wants 
us to use a site near some property of 
his which he thinks will be enhanced in 
value. We won't take the site he sug- 
gests, and a majority of the directors are 
opposed to building at all until the vote 
on site is unanimous. The building pro- 
ject looked hopeless for the present, but 
my desire for it is very strong. While 
my eyes were closed I could see just 
two possible solutions, one would be selling 
the old man's property for him; the other 
erecting a building on the site he has sug- 
gested. I know of an office building syndi- 
cate that wants to have a fine structure in 
this city, and I'm going to suggest to their 
local representative that they look over this 
site, and I'll subscribe for a little of their 
stock myself, if they'll buy it. If they'll go 
ahead, the old man will be satisfied and vote 
to proceed with our building. This may 
seem like a slim chance to you, but it is a 

chance. I'm going to make the most of it, 
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" Number 4. * Henry — camping/ My 
boy wants to go into the Canadian woods 
on a hunting and fishing trip. I don't want 
him to go, because I don't exactly like the 
other chaps in the party. Of course, I can 
stop Henry by ordering him not to go, just 
as I could defer Harshaw's vacation by 
command. I desire, however, to handle 
Henry in a way that will not disappoint and 
anger him and thus disappoint myself. 
While expressing this desire, I saw clearly 
that the only solution of the problem I had 
thought of so far would be a failure. That 
was to oflfer Henry another trip in place of 
the one planned. He would rightfully tell 
me that this would put him in a bad light 
with the boys he intended going with. 
Then the answer to my desire suddenly 
came to me. It's the boy's junior year at 
college, and he's never done any regular 
work. I am going to ask him to-night if he 
will be willing to give up his camping trip 
in order to help me here at the office instead. 
K you knew Henry, you would know that 
he'd say ' Yes,' and that he'd feel pride in 
turning down the trip on such a good rea- 
son. Besides, work will be a novelty for 
him, and I'll see that he has a little fun on 

the side, too. 
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" My last entry is ' Mary's birthday.' I 
desired to get my wife a birthday present 
that would please her. If you noticed, I 
opened my eyes almost as soon as I'd closed 
them. I realised that I had no business ex- 
pressing such a desire, because she had al- 
ready told me what she wanted and I had 
forgotten. 

" This process of mine, however, I often 
find a good one for calling forgotten things 
to mind." He ran his pencil through the 
last entry. " I'm afraid it isn't very clear 
to you," he said, " and it won't be until you 
try. You know you're not interested in my 
desires. But jot your own down on paper, 
close your eyes, and do some hard thinking 
on each one separately. You'll get a little 
closer to every goal that's worthy and prac- 
tical. I'm going to show you something 
now," he continued, "that will make your 
eyes open." 

He turned to the first page of his little 
book. 

" This is my third record book," he said, 

" but the earlier ones were kept in about the 

same way as this one. You will note eight 

entries on the first page. You see there 

are cross marks after three of them. 

That me?ins that those three desires were 
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never gratified. Understand, though, the 
system wasn't to blame. I was to blame. 
You will notice the dates are marked after 
four entries. Those dates record the days 
when the desires were gratified. You see 
there is no mark after Number 4. That de- 
sire still lives, but the goal hasn't been 
reached. On the next page you will see 
three desires have been gratified and I only 
fell down on one. I lost out on two on 
the third page, gratified five and there are 
four still open. Two gratifications and one 
disappointment were the result of the fourth 
page, and so, you see, that is the way it 
goes through the book. Seventy-three per 
cent of my desires were gratified according 
to my first book, or my first year, seventy- 
nine last year, and I'm something over 
eighty so far this year. The increase is 
really bigger than these figures would indi- 
cate, because I'm making more and bigger 
desires all the time. That's one thing the 
system does. 

" I hope I've made all this clear to you, 
because it's the tangible, material part of the 
system. It's just as practical, natural and 
usable from my standpoint now as a card 
index or a filing cabinet. It's worth more 

to me though than all the card systems ever 
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invented. You see, it's really indexing, 
classifying and achieving my mental prob- 
lems." 

The man smiled. "Now, I'm going to 
tell you the real importance of my system, 
something that I have learned to be of more 
importance than indexing, classifying and 
achieving mental problems. As I have de- 
scribed the system to you, it's been a case 
of concentration, deduction and action. I 
left out the biggest thing of all. I did it 
purposely, because I wanted you to get the 
purely obvious, practical part of the prop- 
osition first. Even as I've described it, my 
system is the best one that can be adopted 
by every executive, great or small, who has 
problems that can be solved by concentra- 
tion, deduction and action. 

" Now for the important point. When I 
close my eyes to concentrate my desire, I 
get something besides a clear view of things. 
I get a new spirit along with the new view. 
Somehow or other, I seem to swing into 
harmony with the forces of achievement in 
the direction I want to go. I used to be 
given to worrying over details. But that's 
practically all gone now." He referred to 
the book. "Look at that. Page 3. 
* Worry over stockholders' meeting.' Page 
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4. * Worry concerning absence from city.* 
Page II, page 17, page 18, page 22^ and so 
it has gone, less in this book than the two 
before, but every single time that I have 
desired power to overcome worry, my de- 
sire has been gratified. In place of worry 
has come a feeling of confidence, of reserve 
force, and I don't know how to describe it 
except as a sort of enthusiastic bubbh'ng 
that makes me tingle to get into action. 
Pshaw! I can't describe it. You've got to 
get it for yourself. 

" In my estimation, to overcome worry is 
the most important and difficult proposition 
in the business world. My system does it. 
If you don't comprehend this getting of a 
confident and enthusiastic spirit, just try 
the system for its obvious benefits, and the 
spirit will come of itself." 

No matter what his religion, every intel- 
ligent man knows that the power through 
which he thinks and acts comes from a 
higher, a divine source. 

There is happiness in well-doing and well- 
thinking. There is self-satisfaction, there 
is gratification, there is confidence, there is 
the spirit of enthusiasm and other elements 
contributing to business success. 

In other words, thinking right, doing 
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right and succeeding in business travel to- 
gether in harmony. 

Some unscrupulous men have won finan- 
cial gains, but had they been honourable 
men, they might have succeeded to a greater 
degree financially and, what is more impor- 
tant, their lives would have been successful. 

The conscience of every normal man ad- 
vises him to live his best life, to drive out 
the baser tendencies, to firmly establish the 
nobler ones during his time on earth. 

This is not written as religious influence, 
but as business influence. The best success 
in business, just as the best success in life is 
measured by a man's thoughts and actions. 
Practising power-getting is expressing faith 
in the Divine Source of power. Man may 
drink in this power continuously, thus af- 
firming his faith, and he can use the power 
simultaneously to make himself a better 
man and his business more successful. 

The most important element in business 
is the human element. 

The human element depends directly upon 
a Divine Source. This Divine Source has 
its expression in the life and power of man. 

Fundamentally, man must have life in 
order to exist and power in order to trans- 
act business. 
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X Does the average man hold in proper re- 
gard life and power? Does he appreciate, 
respect and study to a sufficient degree the 
Divine Source that gives him life and power 
to do business? 

True, life is continuously receiving more 
and more attention. But does man give the 
proper amount of thought to power, that 
something by which he thinks and acts ? 

Power, for two reasons deserves the sin- 
cerest attention: it is divine, and it is abso- 
lutely essential to business. 
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CHAPTER III 

ACTION 

When a man wishes to attain a certain re- 
sult, we have said, he should first through 
concentrated desire get his power. But he 
mustn't for a moment think that the process 
stops at that point. A man might sit at an 
empty table and desire a dinner. If the 
only effort toward getting that dinner was 
the man's desire, he could sit there till he 
starved to death. 

A man who wishes to attain a result after 
the power has entered his consciousness, 
should proceed to act. His will directs his 
power and, overcoming fear, worry, impa- 
tience and any other obstacles that may loom 
up in the way, he must try to achieve. 

While obstacles present themselves he 
must retain his consciousness of power. If 
he feels himself weakening, he must not 
hope that the obstacle may be withdrawn, 
but he must desire more power with faith 
that it will come to him. You can't wish 
an obstacle out of your pathway, but you 
can wish yourself power to overcome that 
obstacle, and if your desire be strong 
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enough, and the achieve^ient be possible, 
you will succeed. 

Man is made for action. His mind is at 
all times active. The greater the power 
that his will directs into actions, the more 
positive and forceful these actions will be. 

Intense power diverted into action is man- 
ifested by confidence, strength, courage, 
forcefulness and domination. 

The man who practises the use of inten- 
sity of power in action is described as " the 
man of spirit,'* " the enthusiast," " the man 
who does things." These are the men who 
are achieving success in business to-day. In 
some cases, their power is made manifest 
by enthusiasm of manner. In other cases, 
it is not made manifest outwardly. But in 
every case, the actions of the men of power 
are clean-cut, positive and masterful. 

The man who enters with spirit into 
every proposition that confronts him is al- 
ready far on the road to success. Of 
course, intelligence is needed to direct the 
spirit, and where spirit and intelligence are 
combined, look for a successful man. 

A man who enters into his work with 

spirit does not regard his work as drudgery. 

The man who does regard his work as 

drudgery is the man without spirit. 
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A successful man summons not only 
power enough to accomplish his purposes, 
but also enough for a reserve force of spirit. 

Entering into any proposition with spirit 
is the way to enjoy that proposition. The 
men who do the most difficult mental work 
and who establish records for physical en- 
deavours are men who put spirit into their 
efforts. 

So forceful is spirit that in a mental or 
physical combat the weaker man often over- 
comes the stronger by summoning spirit. 
On the football field the brainier and brawn- 
ier team is frequently overcome by the more 
spirited team. 

In the business world, intelligent men of 
spirit are dominating in nearly all but rou- 
tine transactions. 

To sum up the foregoing facts, a man 
who consistently puts spirit into his busi- 
ness life, enjoys his work, assumes a leader- 
ship among men and reaps a reward of in- 
fluence and wealth. 

And how simple it is to get spirit! It's 
merely expressing a keen desire for power 
to divert, by the will, into matters in hand, 
with a surplus of spirit, or reserve force, 
ready to be called upon. 

It acts the same in every line of endeav- 
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our. The spirited minister is the most 
convincing, the spirited actor is the 
most impressive, the spirited salesman is 
the most persuasive, the spirited labourer 
is the most likely to climb. ' 

The more spirited a man becomes in his 
work, the more spirited he becomes in his 
character-qualities. 

In fact, the development of spirit has its 
effect upon every phase of man's mental, 
physical and spiritual welfare. 

We have discussed active men and com- 
pared them with passive men. The actives 
are the men impelled by their spirit. The 
passives are men in whom spirit is lacking. 

The man of spirit is naturally an optimist. 
He puts spirit into his striving for success. 
He puts it into a success- feeling. 

Success- feeling is a theme worthy of 
deep consideration. It means confidence of 
greater and greater success, courage to meet 
obstacles, self-powerfulness as opposed to 
self-consciousness, an intense longing to 
make the most of things, a determination 
to dominate, a resolution that says, "I 
will!" 

Every man should try to cultivate a suc- 
cess-feeling. The simplest way is to make 

enough worthy plans to occupy one's time, 
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* 

to put these plans into action and to inject 
spirit into the achieving. 

When fear, worry, doubt, self -conscious- 
ness and other drags enter the mind, an ac- 
tive spirit will aid one to crowd out these 
hindrances to progress and concentrate on 
matters that deserve attention. When ob- 
stacles loom up in the pathway, the passive . 
man pauses in discouragement, but the man 
of spirit finds delight in overcoming these 
obstacles. 

The man of spirit recognises the over- 
coming of obstacles as the surest method of 
advance. He knows that every obstacle he 
overcomes better prepares him in confidence, 
nerve and strength for the overcoming of 
more serious obstacles. He understands 
that the more obstacles he overcomes, the 
wider will be his vision, the higher his pur- • 
poses and the greater his all-round growth. 

In some men the spirit has never been 
awakened. Unhappily, for many men there 
is nothing inspirational in their environ- 
ment. Their school life, their home life, 
their associations, are matter-of-fact. 

And yet, in all normal men there is a tre- 
mendous something, sometimes called latent 
power, but what we will call possibility of 
achievement, that can turn a little man into 
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a big man, if once his spirit is awakened. 

No man lives but who is capable of far 
more than he has ever achieved. Let any 
man put spirit into his actions, into his con- 
versation, into his mental attitude, into his 
friendships, into his reading, into whatever 
he does in the lines of progress, and that 
man will grow in mind and capability. If 
he is persistent in putting spirit into what he 
does, he will find that spirit has the force of 
acceleration, carrying him up to and over 
larger and larger obstacles on the road to 
prosperity. 

The achievement of success depends upon 
character, knowledge and power. 

In attempting to improve character, to 
increase knowledge and develop power, a 
man should proceed with the greatest possi- 
ble spirit. Some men in a matter-of-fact 
way undertake the improvement of charac- 
ter, and say, " It is true, I worry too much, 
I am handicapped by self -consciousness, I 
am given to procrastination, and I am lack- 
ing in persistence. I must try to call to 
mind the fact that I wish to strengthen my- 
self in these respects when I have time and 
nothing more important interferes." These 
men will not surprise the world by a mani- 
fest strengthening of character. 
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If, on the other hand, a man attempts to 
make over his character-qualities with 
spirit, he will say, " Fm going to cut out 
worry ; it hinders my progress. I'm going 
to overcome my self -consciousness, and con- 
centrate on what I'm doing. I'm through 
with procrastination; I'm going to tackle 
things as I meet them. And as for per- 
sistence, I'll never let any goal shake me off 
until I've conquered it." Then he goes 
further. His resolution was strengthened 
by spirit, and so is his action in carrying out 
his resolution. 

If a man reads a book on the recommen- 
dation of a friend, impelled by the feeling 
that he ought to read it, and that it might 
possibly do him some good, but that he'll 
go through it anyway, that man has a poor 
chance of impressing upon his mind the 
teachings that he reads. 

The man with spirit who reads a book 
has this attitude, " I'm going to get all the 
knowledge I can out of this book. It won't 
take me any longer to read in an honest-to- 
the-author and an honest-to-myself way. I 
know there are two ways of understanding 
things : one is a cold-blooded, matter-of-fact 
way ; the other is to know with enthusiasm, 
sentiment and a desire to use. That's the 
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way I'm going to know the worth-while 
teachings of this book." 

Cultivate spirit ; succeed ! 

Many men establish in their minds goals 
and fervently desire to achieve them, but 
fail through inefficient efforts. The fail- 
ure is generally due to the fact that these 
men did not like their work, did not regard 
it with the right mental attitude. 

So important is it that men hold their 
work in the proper regard, that several quo- 
tations from well known writers will be 
given, in the hope that they may instil the 
spirit for work in any reader whose view- 
point may be askew. 

It may be proved with much certainty that 
God intends no man to live in this world 
witliout working; but it seems no less evident 
that He intends every man to be happy in his 
work. It was written : " In the sweat of thy 
brow," but it was never written : " In the 
breaking of thy heart." 

— John Ruskin, 

The more people do, the more they can do. 
He that does nothing renders himself incapa- 
ble of doing anything. While we are execut- 
ing one work, we are preparing ourselves to 
do another. 

— Hazlitt, 
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I have found my greatest happiness in la- 
bour. I early formed the habit of industry, 
and it has been its own reward. 

— Gladstone. 

The question for each man to settle is not 
what he would do if he had means, time, in- 
fluence and educational advantages, but what 
he will do with the things he has. 

— Hamilton Wright Mabie. 

And having thus chosen our course, let us 
renew our trust in God and go forward with- 
out fear and with manly hearts. 

— Abraham Lincoln, 

The only failure a man ought to fear is 
failure in cleaving to the purpose he sees to 
be best 

— George Eliot 
Business is but a means to an end. It is 
but the occupation by which you are to exer- 
cise and develop your God-given qualifications 
and talents. It is the arena in which you are 
to practise day in and day out for the great 
race of the world, the successful life. 

— Walter H. Cottingham. 
Wisdom is knowing what to do next. Skill 
is knowing how to do it, and Virtue is doing 
it. 

— David Starr Jordan, 
If you want a thing to succeed, get behind 
it and push; don't stand in front and pull. 

— Robert Hoe, 
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The times are waiting for men who shall 
serve and not merely inquire, strive and not 
merely investigate, give to their age and their 
kind, not so much learning in bulk as wisdom 
in action ; great doing as the only true fruitage 
of great thinking; the consecration to the up- 
lifting of one's fellowmen of one's best rather 
than the conserving by mere culture of one's 
self. 

— Bishop Henry C. Potter. 

Produce, produce ! were it but the pitif ulest, 
infinitesimal fraction of a product, produce it 
in God's name. 'Tis the utmost thou hast in 
thee! Out with it then! Up, up! 

— Thomas Carlyle. 
Work thou for pleasure, paint or sing or carve 
The thing thou lovest though the body starve ; 

Who works for glory misses oft the goal. 

Who works for money coins his very soul ; 
Work for the work's sake then and it may be 
That these things shall be added unto thee. 

— Kenyon Cox, 

I have worked hard because I like the do- 
ing of things. 

— Edward H. Harriman. 
No man can be happy who does not work. 
To the youth on the threshold of life I have 
not one word, but three words of advice to 
offer, — " work, work, work ! " 

— Bismarck. 
The way to succeed is to prepare for suc- 
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cess, and this centring of your time and 
energy in one direction is the mental macadam 
that the road of life needs to make the travel- 
ling easier. 

— Otis H. Kean. 

Thank God every morning when you get 
up, that you have something to do that day 
which must be done whether yotf like it or 
not. Being forced to work and forced to do 
your best will breed in you temperance, self- 
control, diligence, strength of will, content, 
and a hundred other virtues which the idle 
never know. 

— Charles Kingsley. 

Work, where the interest of the man who 
works is centred, becomes a source of real 
gratification, of honest pleasure and accomp- 
lishment. 

— Frederick Weyerhaeuser. 

Work is the best birthright which man still 
retains. It is the strongest of moral tonics, 
the most vigorous of mental medicines. 

— Dean Farrar. 
Be great in act as you have been in thought. 

— Shakespeare. 

I find my greatest pleasure, and so my re- 
ward, in the work that precedes what the 
world calls success. 

— Thomas Edison. 
Here is one thing that is positively true: 
If you have a big idea and live for it and 
work for it with all the life and power there is 
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in ypu, you will steadily grow bigger and big- 
ger until you become big enough to carry that 
idea through. 

— Christian D. Larson, 
No great deed is done 
By falterers who ask for certainty. 

— George ElioL 
The world is crying out for honest young 

men with stamina and backbone. 

— Jacob ROs. 

Irresolution in the schemes of life which 
offer themselves to our choice, and incon- 
stancy in pursuing them, are the greatest 
causes of all our unhappiness. 

— Addison. 

The world is on the back of every man. 
Shrink from its weight and your burden 
grows doubly heavy. Carry it with squared 
shoulders and a light heart and it rides like a 
bubble. 

— Herbert Kaufman. 

Pleasure comes through toil and not by 
self-indulgence and indolence. When one 
gets to love work, his life is a happy one. 

— John Ruskin. 
If, in the run of early years of life, a man 

learns to know himself ; if he determines upon 
his work in life, comprehending the purpose 
of the equipment of mind, body and environ- 
ment, he will gradually build for himself an 
ideal not of riches alone, but of being. 

— Thomas Tapper. 
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Do what must be done sometime, as soon 
as possible. Thus you avoid worry and save 
yourself needless trouble and waste. 

— Charles Franklin Thwing. 
It is a positive fact, admitting of no quali- 
fication whatsoever, that no high grade of 
achievement is possible unless one takes an 
active, a thorough, and a strenuous interest in 
his work. 

— Nathaniel C. Fowler, Jr. 
The man who is greatly interested in his 
work and who finds delight in overcoming the 
difficulties of his calling is not likely to be- 
come so tired as the man for whom the work 
is a burden. 

— Walter Dill Scott. 
The happiest workmen are those who can 
absolutely lose themselves in their work. 

— Carl Hilty. « 
The best way to live well is to work well. 

— Granville. 
Only through work that is some real ex- 
pression of our largest self can there come to 
us in full measure either character or happi- 
ness or influence. 

— Henry Churchill King^ 
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CHAPTER IV 

POWER-GETTING PRACTICE 

The ease of obtaining power and the 
strength of the power attained depend upon 
the keenness of the desire, the depth of the 
concentration, the soundness of the faith, 
the intensity of the enthusiasm and the even 
quahty of the persistence. 

For some men power-getting is easier 
than for other men. This is because the 
elements of concentration, faith, enthusi- 
asm and persistence are stronger in some 
men than in others. The continued practice 
of power-getting will greatly strengthen 
these important business qualities in any 
man. 

We have told how power-getting may be 
used directly to one's business advantage. 
In the same manner it may be used to im- 
prove character. When a man has taken 
stock of his character-qualities and desires 
to increase his courage, to strengthen his 
force of persuasion, to cut down his con- 
ceit, to eliminate his fear, he will find that 
if his desire for the power to make these im- 
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provcments is strong enough, he will readily 
develop his character closer to his ideal. 

Power-getting involves resolution. It not 
only imbues a man with strength and clear 
vision, but instils in him the resolution to 
do that for which he desires power. 

And so, the man who practises power- 
getting gradually overcomes worry, fear and 
doubt and takes on more of confidence, cour- 
age, force fulness and domination, is charac- 
terised by self-power fulness, instead of self- 
consciousness, and, assuring himself of his 
fund of reserve force, he cultivates the spirit 
of confidence and victory in his mind, and 
this spirit gradually makes itself known in 
his face, his manner and his action. 

DESIRE 

In the chapter on " The Importance of 
Power,'* the necessity of strong desire is 
emphasised. A man cannot express desire 
without reason. It is then necessary for 
him to have reasons for desire in mind. 

Here is suggested one of the chief causes 
of success and failure in business and life. 
The majority of the failures are men who 
never firmly established in their minds big 
enough goals to awaken strong and con- 
tinuous desires. The majority of success- 
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ful men have firmly established in their 
minds definite goals which they are contin- 
uously approaching through desiring and ob- 
taining power to direct into work that car- 
ries them forward. 

We have discussed the man of spirit. He 
is the man whose desire is almost continu- 
ous, his spirit being the manifestation of the 
power entering his consciousness. 

In expressing desire, a man should have 
nothing in his mind excepting the desire. 
If worry, fear, doubt, indifference, or any 
similar influence is in a man's mind when 
he is expressing desire, the strength of the 
desire, of course, is lessened. 

" I will " presupposes, " I desire the 
power; I receive the power; hence, I will 
succeed." 

It is very different from the attitude of 
the man expressing desire, who says, " I 
would like to succeed, but I doubt my abil- 
ity," or ** I wish I could succeed, but I fear 
it will be impossible." 

The most successful men have bad defi- 
nite goals which always provided work to be 
accomplished and hence always furnished 
objects of desire.' 

The ideal condition for the achievement 
of success in business is for a man to have 
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large and clearly defined goals in mind, to 
desire the power necessary to the achieve- 
ment of these goals so keenly that fear, 
worry and doubt cannot interfere with the 
desire, and to direct the power obtained into 
efficient efforts. 

The men who fail to achieve success in 
business, fail for one or more of the three 
following reasons: first, the lack of clearly 
defined and firmly established goals ; second, 
the lack of sufficient desire for power to 
achieve these goals; third, failure to direct 
the power at hand into efficient efforts. 

The main cause for men's failure in the 
three respects named is that they never laid 
out a scheme for their business lives. 
Through the lack of ambition and encour- 
agement, and because of their environment, 
they have drifted instead of having well- 
defined policies. 

The goal, the desire and the efficient ef- 
forts are interdependent and upon the com- 
bination of the three success depends. 

A man's goal should be such that he can 
concentrate upon it at any time, exclud- 
ing from his mind worry, fear and doubt. 
This has been the course of the most success- 
ful men of all times. 

But if there is any doubt about one's abil- 
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ity, the quiet room and systematic procedure 
will be found most helpful until a man has 
strengthened his ability to concentrate under 
less favourable conditions. Some men are so 
deeply interested in their business and have 
such well established goals, that they find 
no difficulty in travelling the road toward 
business success. Many of these men pas- 
sively wish to strengthen their characters, to 
improve in various ways, but their desires 
along these directions are not nearly as 
strong as in their efforts to achieve business 
success. These men would find occasional 
seclusion and systematic power-appeals of 
great assistance in aiding them to concen- 
trate and obtain power for personal advance- 
ment 

The most successful men in all lines of en- 
deavour have been the men who acted ac- 
cording to the law of power-getting with or 
without understanding that there was such 
a law. 

Understanding the law naturally gives 
one more confidence and encourages the 
more frequent use of power-getting. It 
also has, or at least should have, an uplift- 
ing influence on a man's thoughts and ac- 
tions. 

The knowledge that power comes from a 
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Divine Source, that without it man can do 
nothing, and that by virtue of it he thinks 
and acts, should be an influence toward 
using power in as honest, worthy and noble 
a way as possible. . 

Desires can be either stimulated or dimin- * 
ished by outside influences. A man's asso- 
ciates and his environment have much to do 
with the strength of his desires. The 
honour of the family, the praise of a su- 
perior, and devotion, are elements that have 
served to strengthen men's desires. Even 
simple phrases such as " I believe in you," 
" For my sake," " Remember your fore- 
fathers," have quickened the desires of 
many. 

Home influence has much to do with any 
man's desires. If it crowds worries into his 
mind, its effect is of course detrimental. If, 
on the other hand, the influence is pleasant 
and encouraging, this will be helpful in culti- 
vating stronger desires. 

So far as he is able a man should choose 

his associates and regulate his environment 

so as to help him in the achievement of his 

goal. A little careful study will show him 

wherein some friendship alliances could 

be improved or severed to his advancement, 

and where his environment could be regu- 
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lated to make his mind work with more ease 
and strength in the achievement of his goal. 

There are men who spend much of their 
time wishing that So-and-So would do so 
and so, or that this or that might happen, or 
that Fortune would shine upon them. Such 
men are weak, wasteful, ignorant. 

Few people realise the extent to which this 
wishing process has taken hold of mankind. 
If one-half the time and effort given to 
wishing was put into working, we would be 
much further along in world progress. 

A man came to me the other day and said, 
" I often wish that I could have the success 
that Blank has. We were boys in school to- 
gether, and I'm sure I know as much as he 
does. I wish I were getting as much salary, 
because I feel that I deserve it. But while 
he's going up in the world, I'm sitting on my 
stool keeping my books." 

Now this friend of mine typifies a class 
that I call the "wishers." There's a dis- 
tinction between their wishing and the wish- 
ing we call ambition. 

Ambition is one of the finest things in the 
world, provided it's healthful ambition, ac- 
companied by a willingness to work to 
satisfy it. 

Let's go back to our friend " Wisher," 
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the bookkeeper. He so frankly represents 
his type that I took the time to study him. 
He had been a bookkeeper for several years. 
As the cost of living increased, his employer 
raised his pay, because you've got to keep 
bookkeepers alive. When he started in as a 
bookkeeper he wished to be something bet- 
ter. When he had been a bookkeeper two 
years he wished that he had started differ- 
ently. In fact, he wasted much of his men- 
tal energy wishing that things in the past 
had been different. It's bad enough to 
simply wish for things in the future, but it 
seems worse, if possible, to wish things had 
been different in the past. Of all futile, 
inane mental disturbers, the worst is to wish 
for what might have been. 

Well, one day the assistant superintend- 
ent of the company in which Wisher, the 
bookkeeper, worked, accepted a better offer 
in another plant. That necessitated filling 
his place. The bookkeeper heard of the 
change and said, " I wish I could have that 
job." 

The shipping-clerk was ambitious and 
wanted the job, too. 

The next morning the bookkeeper went to 

his books and, while making his entries, 

continued to wish. The shipping-clerk was 
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in the superintendent's office before the lat- 
ter came down. He told the superintend- 
ent of his ambition, his past record and his 
willingness to work very hard to make good. 

The superintendent had been considering 
an outside man, but he went to the boss and 
told him of his interview with the shipping- 
clerk. 

" He's given excellent service in his 
present job, he's ambitious of growing up 
with the concern, he's willing to work and 
I'm in favour of giving him the opportu- 
nity." 

The shipping-clerk became the assistant 
superintendent, and the bookkeeper wished 
he had been in the shipping-clerk's shoes. 

So much for our attack upon the wisher. 
Now a few words in behalf of the book- 
keeper, the clerk and all those people who 
fall into rut-positions. 

It is difficult for them to rise, because 
they become identified in their positions 
until the world says they are fit for nothing 
else. Unhappily, the world is often right in 
this judgment. 

A man who works in a rut until he be- 
comes a mechanical grinder only fits the rut. 
Well, then, what is the man who is forced 
to start in a rut-position to do? He is to 
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grow until he outgrows his positicm, — that 
means, until he has the power to fill a better 
position. 

"But if there are no opportunities?" 
someone asks. 

" That time never has come and never will 
come/' is the answer. 

Let us say, for example, that a young 
clerk desires to become an advertising man. 
He studies advertising. He has turned to 
advertising because he likes it. A clerk 
would be foolish to train himself for a posi- 
tion he wouldn't want. And while he is 
training to become a successful advertising 
man, he must make friends. Friends, he 
thinks, will help him in the advertising field. 
He will ask these friends for advice and 
most of them will give it cheerfully. He 
will be on the look-out, and so will some of 
his friends, for an opening in an advertising 
agency, or in a company where an assistant 
in the publicity department is needed. And 
all this time he must clerk as faithfully as 
he ever did, but that will not interfere with 
his studying and desiring power to become 
an advertising man and forming visions of 
himself as such. 

With the conditions as I have expressed 
them, only the man who has not faith will 
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deny that the clerk cannot and will not be- 
come an advertising man. 

But this law does not' hold good for 
clerks alone. The advertising man, who 
holds an average position, should aspire to a 
higher place. The superintendent should 
hope to become the general manager or pos- 
sibly own a business for himself. The man 
who owns a business should desire power for 
greater achievement, possibly not along 
commercial lines, but in other channels. 

In all the advances that are taking place in 
the business world to-day, the man who 
backs his ambition by using his power, is 
advancing to a higher position where his 
ambition should lead him to desire more 
power to satisfy the next ambition, which is 
soon to give way to a third, and a fourth, 
and continuously greater ambitions along 
the highway to success. 

The " wisher " is stuck in a rut on that 
road, watching and wishing. 

Desire your goal ; desire it so keenly that 
you are willing to work for its attainment ; 
more than that, desire the work that is to 
carry you on the way ! 

CONCENTRATION 

We have said that closing one's eyes and 
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expressing desire for power in a quiet room 
aids one to concentrate. Concentration is 
absolutely necessary to attain success in 
power-getting. 

Many people desire with muddled minds. 
They are unable to clear the brain of ex- 
traneous thought and influence. Concentra- 
tion must continue until the desire may be 
likened to a pure white heat. It is then that 
power enters the consciousness, that the 
proposition appears to a man in its true light, 
with each feature given its proportionate im- 
portance and with the consequent suggested 
ways of procedure. 

Sometimes a minute and sometimes less 
than a minute will be required to concentrate 
sufficiently to send forth the desire and 
draw power into the consciousness. Some- 
times it will take fifteen minutes, sometimes 
even longer. But the more one practises, 
the more keen will be his force of concen- 
tration — a force that is inestimably valuable 
in all executive work. 

FAITH 

Faith that power will come in answer to 

sufficient desire is, of course, necessary to 

successful power-getting appeals. If a man 

is unable to concentrate sufficiently to ap- 
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peal with a desire that warrants power, he 
should put the blame where it belongs, upon 
his mind and not upon the law. 

It takes time, persistence and faith to 
learn anything. For example : A man takes 
up the study of French. He has a gram- 
mar, a vocabulary and a reader. He goes 
through the vocabulary, he studies the 
grammar and he picks up the reader. He 
has seen every word in that reader, along 
with its meaning. He has gone through 
every page of the grammar wherein all 
forms of the words before him have been 
explained. Can he read the reader? 

He can make an attempt. He can get a 
little here and there, but not enough to sat- 
isfy him. Does he throw down the reader 
and say, " French is impossible ! " 

Not a sensible man. What does he da? 

He tries again and again, referring to his 
vocabulary and grammar at times, but first 
aiming to get as much as he can by himself. 

All languages, all sciences, automobile 
driving, dancing, whatever you will, is much 
the same as learning French. Power-get- 
ting, assuredly is. And like learning 
French, it will come easier for some than 
for others, but it will come to all who have 
faith and persistence. 
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The average man should get some results 
the very first time he tries. And then, he 
should come back here to his text-book and 
do a little more studying and then a little 
thinking for himself, try again, and he will 
get more results. 

The great satisfaction of the study of 
power-getting, like the study of French, is 
that every single attempt finds one further 
along. That encourages more frequent at- 
tempts, and theri comes a difference in our 
comparisons. A man may give up French, 
but if he is the master of power-getting, can 
drink in power to put at the disposal of his 
will; that man will never give up, but will 
advance until power-getting is a part of 
him, just as breathing and eating and sleep- 
ing are parts of him. And he will become 
a broader, better man, equipped for his 
journey on the road to business success with 
faith and enthusiasm. 

PERSISTENCE 

It is not enough that one should appeal 
for power when infrequent occasions make 
it extremely desirable. Persistence in mak- 
ing power-getting appeals is necessary to 
make one a proficient, active power-getter. 
The passive man wishes for wealth and 
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happiness, but actually expresses only 
enough desire for power to carry him along 
throughout his existence, or until his spirit 
awakens. 

The only safe way to cultivate active 
power-getting is to appeal for power con- 
sciously at stated periods, at least once a 
day. 

Whenever worries arise, when problems 
confront the mind, at moments of crisis, or 
when the spirit of man is depressed, then 
the closing of one's eyes in deep concentra- 
tion, fervently desiring the power to deal 
with the matter in hand, will bring to him 
peace and harmony and strength and con- 
fidence and resolution. 

MODERATION 

It is unwise, when a person attempts to 
institute reforms in connection with his 
personality or his business, to try to accom- 
plish too much at the beginning. 

This volume contains several suggestions 
that may be practised with excellent results 
by any person. If one man, however, tried 
to introduce all of them into his daily life 
at one time, some or all of the ideas might 
fail, not because of their lack of merit, but 

335 



SUCCESS IN BUSINESS 

because of his lack of judgment in applica- 
tion. 

There is no intelligent thinker who can- 
not put to use power-getting practice with 
great benefit to himself. It is the author's 
recommendation that the suggested method 
be adopted and conquered to the reader's 
satisfaction before any other suggestions 
are followed. The more time and thought 
the man will give to this practice at the 
start, the sooner it will become a habit. 

Personality stock-taking, attaining infor- 
mation from other people, and other systems 
described will be found easy to master and 
to use, but they should not be undertaken 
until a man is confident of his power-getting 
ability. 
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CHAPTER V 

MORE POWER TO YOU 

Did you ever stop to think of yourself as 
an investment? 

It's worth while. 

It will give you a new point of view. 

It will make you think better of yourself, 
and then you will treat yourself accord- 
ingly. 

Let's figure it out. 

For convenience, we will say your pres- 
ent earning capacity is $2,000 per year. 

Two thousand dollars per year is five 
per cent on an investment of $40,000. 
Then you may be likened to $40,000 in- 
vested, we will say, in a powerhouse. 

Man is a good deal like a powerhouse 
anyway. 

But if you had $40,000 invested in a 
powerhouse, wouldn't you be more con- 
siderate of it than you are of yourself? 

" No," you say, right off the reel. 

But stop and think it over. 

You certainly woukl have your power- 
house run with- carefully planned rules and 
regulations and with regular working hours. 
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But how about the rules and regulations 
of your own conduct? 

Have you got any? And if you have, 
do you obey them when you could better 
suit your pleasure disregarding them? 

And how about your regular working 
hours ? 

Is any old time all right for luncheon, 
and no time at all if business is pressing? 

And is that v.ork you do on Sunday 
really worth whHe? Or would relaxation 
bring better * results than overtime drud- 
gery? 

Maybe irregular meals are all right in 
your case, and maybe Sunday work is the 
best thing for you. 

These questions are for you to settle. 

Coming back to that powerhouse. 

You'd be careful not to let it smoke too 
much, because smoke costs money. 

It's your business if you smoke too much. 

And when part of the machinery in the 
powerhouse gets out of order and needs 
tuning up, you don't hesitate to spend time 
and money to get it back into shape at the 
earliest possible moment. 

That machinery's part of your $40,000 
investment. 

But when your stomach gets out of order, 
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or there's something clogging your brain 
cells — if that's the trouble when you're 
suffering from mental fatigue — do you 
spend the time and the money to get your- 
self back into shape at the earliest possible 
moment, or do you worry along and say 
to yourself, ** Oh, I'll be all right in a few 
days." 

Maybe this isn't your plan of procedure 
at all. It's pretty general, however. 

Well, now, if you just call to mind this 
$40,000 investment proposition that you 
really are, isn't it a little easier to say to 
yourself: "I can't afford to have these 
headaches and this biliousness. I must gfive 
them attention right away and get rid of 
them. Why, they're hampering the earn- 
ing capacity of $40,000 worth of powerful 
machinery/' 

The moral is just this: 

From the financial standpoint, you, Mr. 
One-thousand-dollar-a-year man, you, Mr. 
Five-thousand-dollar-a-year man, and you, 
Mr. Fifty-thousand-dollar-a-year man, are 
all investments with certain earning capac- 
ities. 

Take good care of your investment, and 
your earning capacity will steadily become 
greater. 
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Treat yourself well. 

You deserve it. 

Remember you are a powerhouse. 

And more power to you! 

Let us summarise: 

My present income is $ . 

At five per cent interest this would repre- 
sent an investment of $ . 

Am I treating my physical body as well 

as a proposition worth $ should be 

treated ? 

What should I do for myself to improve 
the investment so that the earning power 
may be greater? 

Eat well, but not too well. 

Sleep much, but not too much. 

Exercise with as great a degree of regu- 
larity as convenient. 

Stay out of doors as much as possible. 

Breathe deeply in fresh air. 

Avoid nervousness. 

Keep the head cool and the feet warm. 

Remember, Mother Nature is the best 
of all doctors. 

Don't hesitate to consult a good physi- 
cian, however, when it seems necessary. 

Work energetically, but do not work 
hard. 

Hard work is " grind." 
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Desire power; get power; use power! 
* If I observe these general rules for my 
physical body, my capacity for work and 
my earning force will be increased. 



Did you ever stop to think of yourself 
as another kind of investment? 

This time I mean, not an investment in 
business, but in pleasure. 

Let's say your thoughts represent capital 
invested and the pleasant things of life that 
come to you, dividends. 

What's your capacity? 

And what's your earning power? 

Are you a millionaire in this sort of in- 
vestment? You ought to be. It's your 
fault if you're not. 

It doesn't make any diflference if you're 
a five-hundred-doUar-a-year man, a thou- 
sand-dollar-a-year man or one whose in- 
come runs into six figures, you can be a 
millionaire in thought just the same. 

And a millionaire in dollars, who is a 
thousand-dollar man in thought is not 
nearly so well off as the man who earns a 
thousand dollars a year in salary, but who 
is rich in good, clean, pleasure-bringing 
thoughts. 
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This sounds rash, doesn't it? 

But it's sane, and it's true, and I'm going 
to prove it to you. 

Let's take for consideration first the man 
of much money. If most of his thought 
and energy is devoted to the guarding of 
his treasure and the hoarding of more and 
more and more wealth, is his tendency to 
remain a human or to become a money- 
making machine? I say tendency, because 
there are many very wealthy men who de- 
vote much of their time and thought to 
successful wealth-gathering and yet are very 
human and kind and generous and helpful 
to their fellow men. 

But if a man knows he can purchase any- 
thing that he desires, is there anything that 
he will much desire? The things we most 
desire, you know, are the ones that we have 
to get by overcoming obstacles. 

Now, let's take for consideration the man 
who invests his thoughts, his will, his might 
and main in real living. 

What are his dividends? 

They are more than money can purchase. 
Let's enumerate them: They're smiles and 
laughter, the pleasant consciousness of well 
doing, spontaneous enjoyment of things, 
big and little, larger minds, stronger bodies, 

342 



MORE POWER TO YOU 

self-gratification in this world and confi- 
dence concerning the next. 

Money is a medium of exchange used in 
the buying and selling of things offered for 
sale in the market-place. 

That's what money is. 
jjj^ Would any man sell his happiness? 

Yes, some have. But if you know them, 
you know it was one of the worst bargains 
that the world has witnessed. 

Would you sell your capacity for enjoy- 
ing a book? 

Would you sell the pleasure you can de- 
rive from music? 

Would you sell your opportunities for 
true, human companionship? 

Why, one thousand dollars isn't the frac- 
tion of the meanest molecule compared to 
the dividends of pleasure you receive who 
make your thought investments wisely. 

Let us summarise : 

My present income in happiness is 
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It should be times as great. 

What should I do fo increase my real 
happiness ? 

Indulge in right thinking. 
Do not worry. 
Have no fear. 
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Read good books. 

Cultivate good friends. 

Be reasonable with yourself and with 
others. 

Do not become self-centred. 

Always try to see the pleasant side of 
things. 

Exercise your mind as you exercise your 
body, that it may become stronger. 

Consider well before you act, and then 
put your heart and soul into the action. 

Determine clearly for yourself your am- 
bitions. Keep these ambitions pictured 
strongly in your mind, and then strive per- 
sistently until you achieve them. 

Desire power; get power; use power! 

If I follow these rules, my investment in 
right thinking will earn me a pleasant dis- 
position, gratification with the present, con- 
fidence in the future. 



When you encounter difficulties all along 
the broad highway of life, don't wish for 
less obstacles, but strive for more power ! 
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FROM THE TEXT 

Few men realise their true worth because 
they never awaken the tremendous mental 
force at their command. 

Procrastination is a term that really 
means waiting for desire to strengthen. 

You can't wish an obstacle out of your 
pathway, but you can wish yourself power 
to overcome that obstacle, and if your de- 
sire be strong enough, and the achievement 
be possible, you will succeed. 

Where spirit and intelligence are com- 
bined, look for a successful man. 

The man who enters with spirit into 
every proposition that confronts him is al- 
ready far on the road to success. 

Every man should try to cultivate a suc- 
cess feeling, which means confidence of 
greater and greater success, courage to 
meet obstacles, self-power fulness as op- 
posed to self -consciousness, an intense 
longing to make the most of things, a de- 
termination to dominate, a resolution that 
says, "I will!" 

When obstacles loom up in the pathway, 
the passive man pauses in discouragement, 
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but the man of spirit finds delight in over- 
coming these obstacles, knowing that every' 
obstacle he overcomes better prepares him 
in confidence, nerve and strength for the 
overcoming of more serious obstacles. 

In all normal men there is a tremendous 
something that can turn little men into big 
men, when once their spirit is awakened. 

Cultivate spirit; succeed! 

The majority of failures are men who 
never firmly established in their minds big 
enough goals to awaken strong and continu- 
ous desires. 

The ideal condition for the achievement 
of success in business is for a man to have 
large and clearly defined goals in mind, to 
desire the power necessary to the achieve- 
ment of these goals so keenly that fear, 
worry and doubt cannot interfere with the 
desire, and to direct the power obtained in- 
to efficient efforts. 

If one-half the time and effort given ta 
wishing was put into working, we would 
be much further along in world progress. 

Of all futile, inane mental disturbers, the 
worst is to wish for what might have been. 

A man who works in a rut until he be- 
comes a mechanical grinder only fits the 
rut. 



FROM THE TEXT 

Desire your goal ; desire it so keenly that 
you are willing to work for its attainment ; 
more than that, desire the work that is to 
carry you on the way ! 

Whenever worries arise, when problems 
confront the mind, at moments of crisis, or 
when the spirit of man is depressed, then 
the closing of one's eyes in deep concentra- 
tion, fervently desiring the power to deal 
with the matter in hand, will bring peace 
and harmony and strength and confidence 
and resolution. 

Every business man is an investment witE 
a certain earning capacity. If he takes 
good care of the investment, the earning 
capacity will steadily become greater. 

A millionaire in dollars, who is a thou- 
sand-dollar man in thought is not nearly so 
well off as the man who earns a thousand 
dollars in salary, but who is rich in good, 
clean, pleasure-bringing thoughts. 

Consider well before you act, and then 
put your heart and soul into the action. 

An investment in right thinking will earn 
a pleasant disposition, gratification with the 
present, confidence in the future. 

When you encounter difficulties all along 
the broad highway of life, don't wish for 
less obstacles, but strive for more power I 
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CONCLUSION 

It is my greatest desire in concluding 
this book, that you may understand and 
beliere it in the spirit in which it is written 
and may increase your power through fol- 
lowing its suggestions. 

I desire that it may have influenced you 
to practise power-getting and to divert this 
power through your will into channels that 
will bring you a more nearly perfect men- 
tal attitude, a personality that approaches 
closely your ideal, and success in business 
not far from the goal you have formed in 
your vision. 



THE END 
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